
TRANSMITTAL LETTER NO. 577 VOLUME I

TO: HEADS OF GOVERNMENT DEPARTMENTS, AGENCIES, AND OTHERS
CONCERNED

1. PURPOSE

This transmittal letter releases extensive revisions to I TFM 4-2000: Payment Issue
Disbursing Procedures. 

2. BACKGROUND

This revision of I TFM 4-2000 embodies a number of significant changes in the payment issue
process, a few of which are:  

C Termination of acceptance of submission of Voucher and Schedule of Payments SF 1166
OCR, for processing via the Optical Character Recognition (OCR) process.

C Full implementation of the Treasury Electronic Certification System (ECS) as the required
method of submission of Voucher and Schedule of Payments to the Financial Management
Service.

C Utilization of electronic transmission of payment data as the preferred method for
submission of payment request data to the Financial Management Service. 

C Reduction in the quantity of paper documents required for the payment issue process.

C The implementation of electronic payments as the preferred payment method.

C Procedures for submission of, and point of submission for, domestically originated SF
1166 Voucher and Schedule of Payments for payments to be issued in foreign currency.

3. PROCEDURAL CHANGES

This revision of I TFM 4-2000 formalizes a significant number of changes in the procedures
for payment issue, that have been introduced since the last major revision of this chapter.



4. PAGE CHANGES

Remove Insert

Table of Contents Table of Contents
for Volume I for Volume I

Table of Contents Table of Contents
for Part 4 For Part 4

I TFM 4-2000 I TFM 4-2000

5. EFFECTIVE DATE

Upon receipt.

6. INQUIRIES

Any questions concerning this transmittal letter should be directed to:

Disbursement Management Division
Operations Directorate
Financial Management Service
Department of the Treasury
401 14th Street, SW.
Washington, DC  20227
Telephone (202) 874-6800

Date: February 9, 1998   
Richard L. Gregg
Commissioner



PART 4 - CHAPTER 2000

PAYMENT ISSUE DISBURSING PROCEDURES

This chap ter pre scribes pay ment is sue dis burs ing pro ce dures re lat ing to
sched ul ing pay ments. 

Section 2010 - Scope and
Applicability

The pro ce dures pre scribed in
this chap ter re late to sched ul ing
pay ments (check and elec tronic) to 
in di vidu als, com mer cial en ti ties,
non- profit en ti ties, and Gov ern -
ment de part ments and agen cies,
and de duc tions made from dis -
burse ment vouch ers. Pro ce dures
for sched ul ing pay ments to Gov -
ern ment de part ments and agen cies
that do not re quire the is su ance of
check or elec tronic pay ments are
cov ered in I TFM 2, Cen tral Ac -
count ing and Re port ing. Pro ce -
dures for cash pay ments are cov -
ered in I TFM 4- 3000, Im prest
Fund Cash Held at Per sonal Risk
Dis burs ing Of fi cers and Cash iers,
and I TFM 4- 4500, Gov ern ment
Pur chase Cards.

Check pay ment vol umes are
ex pected to de crease sig nifi cantly
in 1998/1999 due to man da tory
Elec tronic Funds Trans fer (EFT)
leg is la tion in cluded in the Debt
Col lec tion Im prove ment Act of
1996.

Sec tion 2015 - Author ity

Regu la tions gov ern ing this
chap ter are is sued un der 31 U.S.C.
3321, 3322, 3325, 3328, 3329,
3331, 3511, 3512, and 3513.

Sec tion 2020 - Con trol Over 
Dis burse ments

2020.10 - Objectives

The prin ci pal ob jec tives of
con trol over dis burse ments are to
en sure that all dis burse ments are
le gal, proper, and cor rect and that
all dis burse ments are ac cu rately
re corded, re ported, and rec on ciled
in a timely and ef fi cient man ner.
Each agen cy’s sys tem of in ter nal
con trol over, and re lated pro ce -
dures for, dis burse ments should be
based on the op er at ing needs of
that par ticu lar agency and should
be in con for mity with the re lated
prin ci ples and stan dards for in ter -
nal man age ment con trol pre -
scribed in Ti tle 2 of the GAO Pol -
icy and Pro ce dures Man ual for
Guid ance of Fed eral Agen cies, and 
with De part ment of the Treas ury
regu la tions.

2020.20 - Reporting Large
Disbursements

Ref er to I TFM 6- 8500, Cash
Fore cast ing Re quire ments, for in -
struc tions on re port ing large dis -
burse ments.

2020.30 - Preaudit of
Vouchers

Ef fec tive con trol over dis -
burse ments re quires the pre au dit
and ap proval of vouch ers bef ore
they are cer ti fied for pay ment.  The 
prin ci pal ob jec tives of the pre au dit 

of a voucher are to de ter mine
whether:

• The re quired ad min is tra tive
authori za tions for the pro cure -
ment and ap prov als for the pay -
ment were ob tained.

• The pay ment is per mit ted by law
and is in ac cor dance with the
terms of the ap pli ca ble agree -
ment.

• The amount of the pay ment and
the name of the payee are cor rect.

• A proper Tax payer Iden ti fi ca tion 
Num ber (TIN), or Payee ID
Num ber, is pro vided for each
payee.

• The pay ment will not be a du pli -
ca tion.

• The goods re ceived or the serv -
ices per formed were in ac cor -
dance with the agree ment.

• The quan ti ties, prices, and
amounts are ac cu rate.

• Only cost ef fec tive dis counts
have been taken.

• All ap pli ca ble de duc tions were
made and cred ited to the proper
ac count in the cor rect amount.

• The ap pro pria tion or fund from
which the pay ment will be made
is avail able for that pur pose.

• Proper forms of docu men ta tion
were used.

• Spe cial cer tifi cates, if re quired,
were fur nished.
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2020.40 - Maximum Amount
For Which Payments Can be 
Issued

The maxi mum amount for
which an in di vid ual pay ment can
be is sued is de pend ent on the type
of pay ment in stru ment.  Maxi mum 
in di vid ual pay ment amounts, for
each pay ment in stru ment (pa per
check, Auto mated Clear ing House
(ACH) elec tronic pay ment, and
Fed wire same day elec tronic pay -
ment), are as fol lows:

• For pa per check, with auto -
mated proc ess ing - May be used
for maxi mum in di vid ual pay -
ments of up to $9,999,999.99,
with cer ti fi ca tion via the Elec -
tronic Cer ti fi ca tion Sys tem
(ECS), or pa per SF 1166 (for
pay ment data sub mit ted via mag -
netic tape only). Agen cies are
dis cour aged from author iz ing
check pay ments of less than
$1.00.

• For pa per check, with man ual
proc ess ing - May be used for
maxi mum in di vid ual pay ments
of up to $99,999,999.99, with
voucher- schedule and cer ti fi ca -
tion sub mit ted on pa per SF 1166.
(When avail able, Elec tronic Cer -
ti fi ca tion Sys tem (ECS) ver sion
P7.6, or later, should be used in
lieu of pa per SF 1166.)  Agen cies
are dis cour aged from author iz ing 
check pay ments of less than
$1.00.

• For Auto mated Clear ing
House (ACH) elec tronic pay -
ments, with auto mated proc -
ess ing - May be used for maxi -
mum in di vid ual pay ments of up
to $99,999,999.99, with cer ti fi -
ca tion via the ECS, or pa per SF
1166 (for pay ment data sub mit -
ted via mag netic tape only).

• For Fed wire elec tronic pay -
ments, with auto mated or man -
ual proc ess ing - May be used for
maxi mum in di vid ual pay ments
of up to $999,999,999.99, with

cer ti fi ca tion via the ECS or pa per 
SF 1166.

2020.50 - Selection of
Payment Instrument for
Large Payments

The Debt Col lec tion Im prove -
ment Act of 1996 man dates the use
of elec tronic funds trans fer for al -
most all Fed eral Gov ern ment pay -
ments.  ACH is the pre ferred
mecha nism for al l  pay ment
amounts up to $99,999,999.99, ex -
cept for pay ments which must be
made the same day.  Fed wire is the
pre ferred mecha nism for same day
pay ments.  Agen cies are strongly
en cour aged to sched ule pay ments
in ad vance when ever pos si ble, to
al low use of the ACH pay ment
mecha nism, and avoid hav ing to
use Fed wire.  Both ACH and Fed -
wire pay ments can be cer ti fied to
Treas ury Re gional Fi nan cial Cen -
ters (RFCs) via the ECS.  Agen cies 
are also strongly en cour aged to
weigh the ad min is tra tive costs of
Fed wire pay ments, as well as re -
ceiv ing fi nan cial in sti tu tion proc -
ess ing charges to re cipi ents of Fed -
wire pay ments, against in ter est
charges for late pay ments, bef ore
sched ul ing rela tively low dol lar
Fed wire pay ments.

Agen cies are strongly en cour -
aged to make all pay ments via
elec tronic means (ACH and Fed -
wire).  How ever, in in stances for
which an agency has com pel ling
rea sons for re quest ing large dol lar
($10,000,000.00 or greater) pay -
ments to be made by check, the
agency has two op tions —

(1)Break the ob li ga tion into
mul ti ple checks with in di vid ual
amounts up to $9,999,999.99.
Cer tify via ECS. (Note: For ECS
Ver sion P7.6, and later, the ECS
may be used to sub mit sched ules
for man ual check pay ments of up
to $99,999,999.99.)

(2)Cer tify one check up to
$99,999,999.99 via pa per SF 1166, 
Voucher and Sched ule of Pay -

ments (or mul ti ple checks if the to -
tal ob li ga tion is greater than
$99,999,999.99). (Note: For ECS
Ver sion P7.6, and later, the ECS
may be used to sub mit sched ules
for man ual check pay ments of up
to $99,999,999.99.)

2020.60 - Certification and
Submission of Vouchers to
the Financial Management
Service (FMS) for Payment

All vouch ers sub mit ted to the
Fi nan cial Man age ment Serv ice
(FMS) for pay ment must be signed
(cer ti fied) by a duly des ig nated
Cer ti fy ing Of fi cer (CO), des ig -
nated in ac cor dance with the pro vi -
sions of I TFM 4- 1100.  The CO
must be author ized to cer tify for
the Agency Lo ca tion Code (ALC)
the pay ments will be drawn
against.  No pay ments will be proc -
essed by FMS, with out proper cer -
ti fi ca tion.

In the event that it be comes
nec es sary to change the sched ul ing 
of a voucher pre vi ously sub mit ted
to FMS (dif fer ent proc ess ing or
pay ment date), or it be comes nec -
es sary to can cel a voucher pre vi -
ously sub mit ted to FMS (prior to
proc ess ing and re lease of pay -
ments), in struc tions for such ac -
tions will only be ac cepted from
prop erly author ized in di vidu als.
Prop erly author ized in di vidu als
are: (1) A Cer ti fy ing Of fi cer (CO),
des ig nated in ac cor dance with the
pro vi sions of I TFM 4- 1100,
author ized to cer tify for the ALC
that the pay ments are to be drawn
against; or (2) An agency Des ig -
nat ing Of fi cial (DO), des ig nated in 
ac cor dance with the pro vi sions of I 
TFM 4- 1100, with author ity to
des ig nate Cer ti fy ing Of fi cers for
the ALC the pay ments are to be
drawn against. In struc tions to
mod ify the sched ul  ing of  a
voucher, or can cel its proc ess ing,
may be re ceived via tele phone,
fac sim ile, or writ ten memo ran -
dum.  In the event that no ti fi ca tion
is via tele phone or fac sim ile, a
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writ ten memo ran dum, ad dressed
to the Di rec tor of the FMS Re -
gional Fi nan cial Cen ter (RFC) to
which the voucher was sub mit ted,
and signed by an author ized in di -
vid ual must be sub mit ted to the
RFC im me di ate ly.

Sec tion 2025 - Ba sic Dis -
burse ment Re quire ments

2025.10 - General
Requirements

 All dis burse ments, whether in
cash, or by checks or elec tronic
pay ments drawn on the U.S. Treas -
ury or des ig nated de posi tary
banks, for author ized and law ful
pay ments and/or re funds of
amounts col lected, shall be sup -
ported with suf fi cient in for ma tion
on the dis burse ment vouch ers, or
on docu ments at tached to them, to
en able the audit of the trans ac tions
of cer ti fy ing and dis burs ing of fi -
cers, as re quired by law.

In or der to pre vent du pli cate
pay ments, vouch ers or voucher-
 schedules and sup port ing docu -
ments must be so marked as to pre -
vent their be ing proc essed for pay -
ment a sec ond time.  How ever,
docu ments should be marked in
such a way as to avoid mu ti la tion.
Agen cies should be par ticu larly
alert to the pos si bil ity of du pli cat -
ing pay ments when ever one or
more of the fol low ing situa tions
ex ist:

• Pay ments have been de layed for
ex tended pe ri ods of time af ter the 
due date and du pli cate cop ies of
in voices are re ceived from ven -
dors as follow- up claims.

• In voices or bills may have been
sub mit ted by the ven dors to more 
than one agency lo ca tion for pay -
ment.

• Ad justed in voices are re ceived
af ter pay ments have been made.

2025.20 - Use of Invoices in
Place of Vouchers

For Non- Treasury Dis burs ing
Of fices (NTDOs), dis burse ments
are not re quired to be proc essed on
vouch ers pre scribed by FMS, sub -
ject to re quire ments set by the ap -
pro pri ate dis burs ing of fice.  Ven -
dors’ in voices, bills, or state ments
of ac count may be used as ba sic
vouch ers, in place of the pre -
scribed vouch ers, in sup port of the
agen cy’s ac counts and ac count -
abil ity state ments, pro vided they
show all the in for ma tion re quired
in Ti tle 7 of the GAO Pol icy and
Pro ce dures Man ual for Guid ance
of Fed eral Agen cies.

2025.30 - Recurrent
Payments - Fixed Amounts

Pay ments for serv ices of a con -
tinu ing na ture such as rents, jani -
tor ial serv ices, etc., which are per -
formed un der agency- vendor
agree ments pro vid ing for pay -
ments of defi nite amounts at fixed
pe ri odic in ter vals may be made
with out sub mis sion of in voices, or
bills by the ven dor.  The ba sic
voucher pre pared by the agency to
sup port pay ments of this na ture
should show as a mini mum the
con tract number, the pe ri od cov -
ered by the pay ment, the name of
the ven dor, the amount of the pay -
ment, and the ac count to be
charged. The ba sic voucher or the
SF 1166, Voucher and Sched ule of
Pay ments, or other com pa ra ble
form, de pend ing on the pay ment
sys tem used, will be cer ti fied for
pay ment the same as are the vouch -
ers for all other types of pay ments.
Ad min is tra tive con trols should be
es tab lished for en sur ing that re cur -
rent pay ments are:  (1) on un ex -
pired con tracts or agree ments, (2)
for cor rect amounts, (3) for serv -
ices ac tu ally per formed, and (4)
not du pli ca tions.

2025.40 - Lost or Destroyed
Original Invoices

If an origi nal in voice has been
lost or de stroyed, a du pli cate
should be ob tained, from the origi -
nal sub mit ter of the in voice, to sup -
port the voucher or voucher-
 schedule.  The voucher or voucher-
 schedule may then be proc essed
through regu lar dis burse ment
chan nels pro vided that there is
placed on, or at tached to, the du pli -
cate in voice (1) a full ex pla na tion
as to the cir cum stances of the loss
or de struc tion of the origi nal in -
voice, and (2) a state ment that
steps have been taken to pre vent
du pli cate pay ment.

2025.50 - Decreasing the
Number of Voucher-
Schedules

Agen cies are re quested to in -
crease the number of pay ment
items per voucher- schedule, par -
ticu larly in those cases where
sched ules cover only one, two, or
three items.

Mul ti ple in voices or bills pay -
able to one ven dor at one of fice or
place of busi ness, for sup plies or
serv ices ren dered Gov ern ment
agen cies, should be con soli dated
into one pay ment, when pos si ble,
to re duce the number of vouch ers
pre pared and pay ments is sued
when the due dates for the mul ti ple
bills or in voices are the same.  In
each case, pay ment in this man ner
must be agree able to the ven dor;
and only one Gov ern ment es tab -
lish ment may be the debtor.

2025.60 - Prompt Payments
to Earn Discounts

When a cash dis count has been
of fered for prompt pay ment, every
ef fort should be made to pro cess
the in voice within the dis count pe -
ri od, if the dis count is cost ef fec -
tive to the Gov ern ment (I TFM 6-
 8000).  The in voice must be proc -
essed ac cord ing to the spe cific
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terms on which the dis count has
been of fered by the con trac tor or
sup plier.  Dis counts should be
taken only on those in voices which 
can be paid within the speci fied
dis count pe ri od and which are cost
ef fec tive to the Gov ern ment.  For
ef fec tive cash man age ment, the
voucher cov er ing the pay ment
should be sub mit ted for pay ment
as near the last day of the prompt
pay ment pe ri od as pos si ble.
Prompt Pay ment Act con di tions
are met if a check pay ment is dated
and mailed/de pos ited within the
pe ri od, not re ceived by the re cipi -
ent dur ing the pe ri od.  They are
met for ACH and Fed wire pay -
ments if the set tle ment date for the
pay ment is within the prompt pay
pe ri od.

2025.70 - Requests for
Special or Rush Payments

Treas ury RFCs make every ef -
fort to rig idly ad here to a 24- hour
pay ment proc ess ing sched ule (i.e.,
for agency pay ment re quests re -
ceived prior to the close of the
RFC’s daily win dow (usu ally in
the af ter noon) of busi ness day 1,
checks will be re leased on busi ness 
day 2, and ACH funds will be cred -
ited and avail able for use at the Fi -
nan cial In sti tu tion on busi ness day
2).  This serv ice stan dard meets
vir tu ally all the dis burse ment
needs of the op er at ing agen cies.
Re quests for spe cial or rush pay -
ment is su ances will not be proc -
essed un less they are ex treme
emer gency pay ment situa tions ap -
proved by the Treas ury RFC Di -
rec tor or a higher level of fi cial of
FMS.  Sal ary pay ments, travel ad -
vances, cash ier re plen ish ments,
dis counts, and hard ship pay ments
are not emer gency situa tions and
will re ceive the rou tine 24- hour
pay ment proc ess ing. Agency rep -
re sen ta tives must not de liver
voucher- schedules for pay ment
in per son and wait at the dis -
burs ing cen ter for the pay ment

or pay ments to be pre pared on a
“walk- through” ba sis.

All pay ment re quests must be
sub mit ted through the Treas ury
Elec tronic Cer ti fi ca tion Sys tem
(ECS), on an origi nal, cer ti fied pa -
per SF 1166, Voucher and Sched -
ule of Pay ments, or on other ap -
proved voucher- schedule forms.
Treas ury RFCs WILL NOT ac -
cept pay ment re quests re ceived
over the tele phone or voucher-
 schedules for pay ments trans -
mit ted over fac sim ile equip ment
ex cept un der emer gency con di -
tions, with spe cial per mis sion of
the proc ess ing RFC’s di rec tor.
When sub mis sion of a pay ment
sched ule is author ized via fac sim -
ile, the RFC will com plete proc ess -
ing of the pay ments based on the
fac sim ile sched ule.  How ever, the
pay ments re sult ing from such a
sched ule WILL NOT be re leased
un til re ceipt of the origi nal copy of
the sched ule.

Where an agency re quires spe -
cial de liv ery pro ce dures, such as
de liv ery via ex press serv ice
(FedEx, etc.),  FMS WILL NOT
pay ship ping charges, other than
nor mal U.S.  Postal  Serv ice
charges. The agency re quir ing the
spe cial ship ping must make prior
ar range ment with the proc ess ing
RFC and pro vide the RFC with
pre- paid, pre- addressed, ship ping
la bels or pre- addressed la bels that
con tain ship ping charge data that
will re sult in the ship ping charges
be ing paid by the sub mit ting
agency.

Agen cies sub mit ting pay ments
to be proc essed via the Fed wire
sys tem (same day pay ments)
should use the Treas ury ECS to
sub mit the pay ment sched ule.  In
an emer gency, agen cies may use
fac sim ile equip ment to trans mit
voucher- schedules to the Phila del -
phia and San Fran cisco Fi nan cial
Cen ters for pay ment to be made via 
the Fed eral Re serve Bank’s Fed -
wire sys tem.  Use of fac sim ile
trans mis sion for this pur pose re -

quires ad vance authori za tion from
the Phila del phia or San Fran cisco
Fi nan cial Cen ter.

2025.80 - Disbursing for
Major Disaster or
Emergency Situations

In the event of ma jor emer gen -
cies such as natu ral dis as ters, FMS
will is sue pay ments to emer gency
vic tims, based on cer ti fied re -
quests re ceived from Fed eral Pro -
gram Agen cies.  Nor mally, the
emer gency pay ments will be is -
sued from FMS’s RFCs, but if a
need ex ists, FMS can es tab lish an
emer gency dis burs ing of fice at or
near the lo ca tion of the dis as ter.
FMS has the ca pa bil ity to is sue
emer gency pay ments in both
check and elec tronic form, in any
vol ume nec es sary.  For more in for -
ma tion, con tact the FMS Emer -
gency Dis burs ing Man ager (see
Con tacts page).

Sec tion 2030 - Stan dard
Form Vouch ers

The fol low ing forms are pre -
scribed for use in vouch er ing dis -
burse ments for pur chases, serv -
ices, and re funds due re mit ters
(Ap pen dix 1):

SF 1166 ECS - Elec tronic
Voucher and Sched ule of Pay -
ments, Treas ury Elec tronic Cer -
ti fi ca tion Sys tem (ECS)

SF 1166 - Voucher and Sched -
ule of Pay ments (for merly SF
1166 OCR)

SF 1167 -  Voucher and Sched -
ule of Pay ments - (Con tinua tion
Sheet) (for merly SF 1167 OCR)

2030.10 - Voucher and
Schedule of Payments - SF
1166 ECS

The Treas ury Elec tronic Cer ti -
fi ca tion Sys tem (ECS) is a com -
puter based hard ware/soft ware
sys tem that pro vides the fa cili ties
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for gen er at ing and cer ti fy ing a
voucher- schedule elec troni cally
and tele com mu ni cat ing it to a
Treas ury RFC. In this sys tem, all
voucher data are en tered from the
com puter key board or from a mag -
netic disk ette cre ated by an other
com puter sys tem.  Voucher-
 schedules are cer ti fied by Cer ti fy -
ing Of fi cers who have been is sued
to kens (smart cards) and Per sonal
Iden ti fi ca tion Num bers (PINs), by
Treas ury, for op era tion of the sys -
tem.  The sys tem also re quires that
the user agency have des ig nated
Se cu rity Ad min is tra tors who have
also been is sued to kens (smart -
cards) and PINs by Treas ury. The
ECS authen t i  cates voucher-
 schedules based on the en crypted
keys as signed to each Cer ti fy ing
Of fi cer and Se cu rity Ad min is tra -
tor, and con tained on their to kens.

The ECS com puter is used to
elec troni cally trans mit a cer ti fied
voucher- schedule to an RFC, and
re ceive con fir ma tion of re ceipt by
the re ceiv ing RFC.  The send ing
agency re tains an elec tronic or
printed copy of the sched ule.  The
ECS com puter also gen er ates an
audit file dur ing each day of op era -
tion, that logs all sys tem ac cess at -
tempts and ac tiv ity.  The audit file
should be re tained by the agency,
on pa per or on mag netic me dia, for
a pe ri od of thirty (30) days.

The ECS pro vides fa cili ties for
cre at ing SF 1166 ECS voucher-
 schedules for all types of pay ment
re quests to Treas ury RFCs and
may be used with any or all of the
Cen ters.  Fur ther in for ma tion on
the Elec tronic Cer ti fi ca tion Sys -
tem may be ob tained from any of
the Treas ury RFCs.

The SF 1166 ECS is an elec -
tronic voucher and sched ule of
pay ments. There are three meth ods 
avail able for crea tion of an SF
1166 ECS: (1) in the agen cy’s ECS 

com puter, via key board en try; (2)
in an agency PC us ing the off- line
ECS soft ware, via key board en try,
down loaded to mag netic disk ette,
then up loaded to the agen cy’s ECS
com puter, by an author ized ECS
Data En try Op era tor; or, (3) crea -
tion in an other agency com puter
sys tem (to FMS speci fied for -
mats), down loaded to a mag netic
disk ette, then up loaded to the
agen cy’s ECS com puter, by an
author ized ECS Data En try Op era -
tor. 

The SF 1166 ECS may be used
to sched ule pay ments in place of
trans mit ting in di vid ual ba sic
vouch ers and sup port ing docu -
ments to Treas ury RFCs.  The SF
1166 ECS may be used to cer tify
and trans mit voucher and sched ule
of pay ments to a Treas ury RFC,
that in cludes pay ment data and
cer ti fi ca tion, or may be used to cer -
tify and trans mit a voucher that
pro vides cer ti fi ca tion for pay ment
data de liv ered to the RFC sepa -
rately (via bulk elec tronic trans -
mis sion or mag netic tape).  The SF
1166 ECS is the pre ferred
(strongly) method of cer ti fi ca tion
for pay ment re quests de liv ered to
Treas ury RFCs.  The use of SF
1166 ECS voucher- schedules does 
not pre clude the prepa ra tion of ba -
sic vouch ers.  Each ba sic voucher
will be listed on a voucher-
 schedule with all in for ma tion re -
quired for pay ment is su ance pur -
poses.  Ba sic vouch ers cov ered by
the voucher- schedule will be re -
tained by de part ments and agen -
cies, un less oth er wise author ized
herein.

2030.20 - Voucher and
Schedule of Payments - SF
1166 and SF 1167

Pa per SF 1166, Voucher and
Sched ule of Pay ments (for merly
SF 1166 OCR) and SF 1167,
Voucher and Sched ule of Pay -
ments -(Con tinua tion Sheet) (for -

merly SF 1167 OCR), may be used
to sched ule pay ments in place of
trans mit ting in di vid ual ba sic
vouch ers and sup port ing docu -
ments to Treas ury RFCs, when the
Treas ury ECS is not avail able, or
its use is not ap pro pri ate.  FMS has
dis con tin ued the pro cess of gen er -
at ing pay ments from pa per SF
1166 OCR and SF 1167 OCR, us -
ing the Op ti cal Char ac ter Rec og ni -
tion (OCR) pro cess.  Con se -
quently, the pa per SF 1166 and SF
1167 MAY ONLY be used to: (1)
pro vide cer ti fi ca tion of pay ment
data sub mit ted via mag netic tape,
when the ECS is not avail able; (2)
pro vide cer ti fi ca tion of pay ment
data sub mit ted via bulk elec tronic
trans mis sion of pay ment data,
when the ECS is not avail able (due
to fail ure or other emer gency con -
di tions); (3) sub mit pay ment re -
quest and cer ti fi ca tion for small
quan ti ties of check pay ments that
will be pre pared manu ally (nor -
mally check pay ments over
$9,999,999.99 and emer gency
check pay ments when the ECS is
not avail able due to fail ure); (4)
sub mit pay ment re quests and cer ti -
fi ca tion for same day pay ments to
be made via the Fed wire sys tem,
when the ECS is not avail able; and, 
(5) to sub mit pay ment re quests for
pay ments to be made in for eign
cur rency.  The SF 1166 and SF
1167 nor mally are manu fac tured
as sin gle sheet in ter leaved car bon
form sets.  The use of voucher-
 schedules does not pre clude the
prepa ra tion of ba sic vouch ers.
Each ba sic voucher will be listed
on a voucher- schedule with all in -
for ma tion re quired for check is su -
ance pur poses.  Ba sic vouch ers
cov ered by the voucher- schedule
will be re tained by de part ments
and agen cies, un less oth er wise
author ized herein.

De part ments and agen cies that
sub mit ba sic vouch ers to dis burs -
ing of fices may also use voucher-
 schedules, on no ti fi ca tion of this
in tent, to the Re gional Di rec tor of
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the serv ic ing Treas ury RFC. (See
Con tacts page.)

2030.30 - Accountability and 
Control of Voucher and
Schedule of Payments

Ap pro pri ate ac count abil ity
rec ords must be main tained by the
de part ments, agen cies and in stru -
men tali ties of the U.S. Gov ern -
ment for the pur pose of con trol ling
the stock of voucher- schedules on
hand and for fix ing ac count abil ity
upon em ploy ees re spon si ble for
their is su ance and use.

De part ments, agen cies and in -
stru men tali ties of the Fed eral Gov -
ern ment will req ui si tion sup plies
of SF 1166 and SF 1167 only from
GSA Stores De pot, Fed eral Sup ply 
Serv ice.  The forms will not be
avail able at GSA Self- Service
Stores.

2030.40 - Voucher
Deductions, Exception for
Payrolls

Sched ul ing of de duc tions re lat -
ing to pay rolls is cov ered un der I
TFM 3- 2000, Pay roll Vouch ers.

2030.50 - Reduction of
Voucher and Schedule of
Payments, Used to Submit
Same Day Payment Request 
for Payment Via the Federal
Reserve Fedwire System,
When Payments Fail Edits

In cases where an agency sub -
mits a Voucher and Sched ule of
Pay ments (SF 1166 or SF 1166
ECS) con tain ing more than one
pay ment to be paid via the Fed eral
Re serve Bank’s Fed wire sys tem
(Same Day Pay ment Re quest),
AND one or more of the pay ments, 
but not all pay ments on the sched -
ule, is/are re jected by the RFC
and/or FRB proc ess ing sys tems,
the Voucher and Sched ule of Pay -
ments will be re duced by the
number and value of the pay ments
re jected.  Pay ments con tained on

the sched ule that DO NOT re ject
WILL BE PAID. Pay ments on the
sched ule that DO re ject, will NOT
be paid and will be de ducted from
the sched ule (item count and
amount), prior to proc ess ing of the
Voucher and Sched ule of Pay -
ments through the ac count ing sys -
tem.  The sub mit ting agency will
be no ti fied, by the RFC, as to
which in di vid ual pay ments have
been re jected and de ducted from
the Voucher and Sched ule of Pay -
ments.  Re jected pay ments must be 
re sub mit ted on a new Voucher and
Sched ule of Pay ments.  In cases
were ALL pay ments on a Voucher
and Sched ule of Pay ments, for
Fed wire pay ment, are re jected, the
en tire Voucher and Sched ule of
Pay ments will be re jected and re -
turned to the sub mit ting agency.
The pro ce dures of this sec tion
ap ply ONLY TO PAY MENTS
TO BE MADE VIA THE FED -
ERAL RE SERVE FED WIRE
SYS TEM (Same Day Pay ment
Re quests).

Sec tion 2035 - In for ma tion 
to be Fur nished on
Vouch ers

2035.10 - General
Requirements

In all cases, the ac count sym bol 
or other ap pro pri ate ref er ence
which clearly iden ti fies the ap pro -
pria tion or fund af fected must be
shown in the ac count ing clas si fi ca -
tion space on all ba sic vouch ers.
Where con soli dated work ing fund
sub sidi ary ac counts are used, the
sub sidi ary ac count clas si fi ca tion
will also be in di cated.  When the
en tire amount of a ba sic voucher is
charge able to a sin gle ap pro pria -
tion or fund ac count, only the ac -
count sym bol need be shown.
When the to tal amount of the
voucher is split be tween two or
more ap pro pria tions or funds, the
ac count sym bols or other ap pro pri -
ate ref er ences which iden tify the
funds or ap pro pria tions and the

amounts ap pli ca ble to each must
be shown.  Ad di tional ac count ing
clas si fi ca tions re corded in this
space on the voucher will be de ter -
mined by each agency ac cord ing to 
its ad min is tra tive re quire ments.

Agency limi ta tion ac count ref -
er ences (al lot ment con trol ac -
counts) are not re quired to be
placed on ex pen di ture docu ments
al though such data may be in -
cluded for agen cies’ in ter nal
needs.

2035.20 - Payee Information

The fol low ing rules should be
uni formly fol lowed by all agen cies 
in con nec tion with the des ig na tion
of the payee or pay ees of gov ern -
ment checks:

• In di vidu als.  In all cases the first
name, mid dle ini tials, if any, and
sur name should be used.  Punc -
tua tion marks are to be omit ted,
ex cept for the use of com mas to
set off the names of more than
two pay ees.

• Joint Ac counts. Where two or
more in di vidu als are jointly en ti -
tled to re ceive the pay ment, the
voucher should in clude all as
pay ees.  The word “and” should
ap pear bef ore the name of the last 
payee.  Such vouch ers should
never use the al ter na tive “or.”

  How ever, where the ac count is 
not joint but sev eral, it is proper to
use a des ig na tion in the al ter na tive. 
In this con nec tion care should be
taken to dis tin guish be tween joint
ac counts and sev eral ac counts.

• Trust Es tates, De ce dents’ Es -
tates, Trus tees, Ex ecu tors, and
Ad min is tra tors.  Un der no cir -
cum stances should the word “es -
tate” be des ig nated as the payee;
for ex am ple, “Es tate of A., de -
ceased.” When the par ticu lar es -
tate has only one trus tee or one
per sonal rep re sen ta tive, the in di -
vid ual should be des ig nated by
name as the payee in that rep re -
sen ta tive ca pac ity; for ex am ple,
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“T., trus tee u/w of A., de ceased”
(in the case of a tes ta men tary
trust), “T., trus tee u/d from A.
dated (date of trust in den ture)” in
the case of the trans fer of the
own er ship of prop erty be tween
liv ing per sons (such as, in ter vi -
vos trust), and “E., ex ecu tor of
the Es tate of A. de ceased” or “A., 
ad min is tra tor of the Es tate of B.,
de ceased” (in the case of a de ce -
dent’s es tate).  If the es tate has
sev eral trus tees or per sonal rep -
re sen ta tives, all trus tees, ad min -
is tra tors, or ex ecu tors must be
des ig nated by name in their rep -
re sen ta tive ca paci ties as joint
pay ees; for ex am ple, “A., B., and
the X Trust Com pany, trus tees
u/w of D., de ceased,” etc.

Where a cor po rate trus tee or
ex ecu tor is in re ceiv er ship or in the
hands of the lo cal bank ing de part -
ment, the pay ment should be made
pay able to the liq ui dat ing of fi cer
(Re ceiver, Sec re tary of Bank ing,
Com mis sioner of Bank ing, etc.) as
payee.  The names of the cor po rate
trus tee or ex ecu tor and the es tate
should also ap pear in such des ig -
na tion; for ex am ple, “Sec re tary of
Bank ing, in pos ses sion of the busi -
ness and prop erty of the X Trust
Com pany, trus tee u/w of D.” (This
form will vary ac cord ing to the
des ig na tion given the proper liq ui -
dat ing of fi cer un der the lo cal law.)

The cer ti fy ing of fi cer must be
fur nished a cer ti fied copy of the
grant- of- letters tes ta men tary, the
will, or trust in den ture stat ing that
the in tended payee is duly ap -
pointed, quali fied, and act ing trus -
tee or ex ecu tor.

In in stances where the ad mini -
stra tion of the es tate is closed and
the trus tee or per sonal rep re sen ta -
tive has been dis charged, the lega -
tees, dis tribu tees, or bene fi ci ar ies,
en ti tled to re ceive the pay ment in
ques tion, should be des ig nated as
joint pay ees.  The Cer ti fy ing Of fi -
cer must be fur nished first, with a
cer ti fied copy of the de cree of dis -

tri bu tion or other proper evi dence
from the court hav ing ju ris dic tion
of the par ticu lar es tate show ing the
per sons en ti tled to re ceive pay -
ment.

• Guardi ans of Mi nors.  Be cause
of dif fer ences in lo cal law, there
is no all- inclusive rule to de ter -
mine the guard ian to whom pay -
ment will be made.  Some states
re quire the guard ian of the es tate
of a mi nor to be some one other
than the guard ian of his per son,
while oth ers com bine both func -
tions in the same in di vid ual. The
lo cal law will have to be ex am -
ined in each case.  The cer ti fy ing
of fi cer will have to be fur nished
with a cer ti fied copy of the ap -
point ment that the par ticu lar in -
di vid ual is author ized to re ceive
the pay ment on be half of the in di -
vidu al’s ward.  The des ig na tion
of the payee may be in many
forms, de pend ing on the cir cum -
stances of the par ticu lar case.
Fol low ing are three sug ges tions:
“G., guard ian of M., a mi nor,”
“G., guard ian of the es tate of M.,
a mi nor,” “G., guard ian of the
per son and es tate of M., a mi -
nor.” In every case the guard ian
should be des ig nated ac cord ing
to ti tle un der the lo cal law.  The
men tioned sug ges tions are not
all- inclusive.

Or di nar ily, par ents or per sons
stand ing in place of par ents (loco
pa ren tis) are not en ti tled to re ceive
pay ments on be half of their mi nor
chil dren.  This ques tion also is one
of lo cal law.  Where the ap point -
ment of a guard ian is not re quired
and pay ment may prop erly be
made to the par ent, the payee
should be des ig nated in the fol low -
ing form:  “F., fa ther of M., a mi -
nor.”

• In com pe tents.   As in the case of
guardi ans of mi nors, the des ig na -
tion in this class of cases will be
gov erned by the lo cal law ac -
cord ing to the ti tle given the rep -
re sen ta tive, for ex am ple: “C.,
con ser va tor of the es tate of X.,

in com pe tent,” “A. and B., com -
mit tee for X., in com pe tent,” “G.,
guard ian of X., in com pe tent,”
etc.  As proof of author ity to re -
ceive pay ment it is sug gested that 
a cer ti fied copy of the ap point -
ment be re quired.

• Cor po ra tions.  When there has
been a change in the cor po rate
name as a re sult of a merger, con -
soli da tion, or other pro ceed ing,
and a cer tifi cate veri fy ing such a
change has been ob tained from
the proper state of fi cial, the
voucher should be drawn for pay -
ment in the new name.

In the case of suc ces sor cor po -
ra tions, where it is es tab lished that: 
(1) the origi nal claim ant has been
dis solved, (2) its as sets dis trib uted
to the new com pany, and (3) the
liq ui dat ing trus tees dis charged, the 
voucher should be drawn for pay -
ment to the or der of the suc ces sor
com pany.

Where a com pany has been dis -
solved and its af fairs are be ing liq -
ui dated by liq ui dat ing trus tees, the
des ig na tion will de pend on the lo -
cal law.  In most ju ris dic tions, the
cor po ra tion con tin ues for the pur -
poses of liq ui da tion, and it may be
proper to des ig nate the cor po ra tion 
rather than the liq ui dat ing trus tees
as the payee. No hard and fast rule
can be es tab lished to cover all such
cases. Any un cer tain ties or doubts
con cern ing the payee to be des ig -
nated should be re ferred to the
proper le gal of fi cer of the de part -
ment or es tab lish ment for con sid -
era tion.

• Un in cor po rated As so cia tions.
The vouch ers should be made
pay able to the or der of the as so -
cia tions, us ing their of fi cial
names.

• Part ner ships.  Part ner ship
vouch ers should be drawn in the
firm’s name.

• Doubt ful Cases.  Any doubts as
to form should be re ferred to the
proper le gal of fi cer of the de part -
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ment or es tab lish ment for spe cial 
con sid era tion.

2035.30 - Contract
References

Ref er ence to the con tracts or
agree ments should be made on the
voucher by plac ing the con tract
number and the date in the spaces
pro vided.  If the agree ment is un -
num bered and at tached to the
voucher, this should be so in di -
cated.  How ever, where pay ments
are made on vouch ers in fa vor of
gen eral sup ply con trac tors whose
con tracts are item ized in the Fed -
eral Sched ule of Sup plies and the
item num bers cov er ing the ar ti cles
pur chased are given on the face of
the voucher, the con tract number
and date need not be shown.

2035.40 - Unit Prices of
Gasoline or Other Petroleum 
Products

Where the pur chases of gaso -
line or other pe tro leum prod ucts
are made un der con tracts that pro -
vide that the unit prices must be
based on tank, wagon, barge, or
serv ice sta tion prices on the date
and at the point of de liv ery, such
unit prices at date and point of de -
liv ery should be shown on the in -
voices or vouch ers as audit in for -
ma tion.

Sec tion 2040 - Cer ti fi ca -
tion and Ap proval of
Vouch ers

2040.10 - General
Requirements

All origi nal ba sic vouch ers (in -
voices or bills), in clud ing those
cov ered by voucher- schedules (SF
1166 ECS/SF 1166), must be
signed by the proper ad min is tra -
tive ap prov ing of fi cer of the
agency con cerned, who is cog ni -
zant of the facts stated on the
voucher. All voucher- schedules

(SF 1166) will be cer ti fied by an
“Author ized Cer ti fy ing Of fi cer,”
who will be held re spon si ble for
the cor rect ness of the facts stated
on the voucher or its sup port ing
docu ments, and to the ef fect that
pay ment is proper from the ap pro -
pria tions shown on the ba sic
voucher or voucher- schedule.  All
SF 1166 ECS voucher- schedules
will be cer ti fied by an “Author ized
ECS Cer ti fy ing Of fi cer,” who will
be held re spon si ble for the cor rect -
ness of the facts stated on the
voucher or its sup port ing docu -
ments, and to the ef fect that pay -
ment is proper from the ap pro pria -
tions shown on the ba sic voucher
or voucher- schedule.

2040.20 - Signatures of
Approving and Certifying
Officers

Ap prov ing of fi cers will sign
each ba sic voucher “Ap proved for
$ __ ” over their of fi cial ti tle.  Cer -
ti fy ing Of fi cers will sign ba sic
vouch ers or voucher- schedules
(SF 1166) “Author ized Cer ti fy ing
Of fi cer” with their name typed or
printed be low the sig na ture on the
voucher or voucher- schedule, and
the date of the cer ti fi ca tion will be
shown in the cer ti fi ca tion.  For pa -
per voucher- schedules, Cer ti fy ing
Of fi cers are re quested to pro vide a
tele phone number, noted un der
their typed or printed name, to be
used to con tact the Cer ti fy ing Of fi -
cer in the event the re ceiv ing RFC
has ques tions re lated to the
schedule- voucher.  ECS Cer ti fy -
ing Of fi cers will cer tify SF 1166
ECS voucher- schedules by se lect -
ing the “Cer tify Sched ule” func -
tion while logged onto the ECS
com puter, re view ing the voucher-
 schedule and then re spond ing with
a “Y” an swer to the ques tion “Do
You Want to Elec troni cally Af fix
Your Sig na ture to the Sched ule
(Y/N)” at the end of the re view.
The ECS com puter will cal cu late
and af fix an elec tronic sig na ture
(mes sage authen ti ca tion code or

MAC) to the cer ti fied sched ule, us -
ing the en crypted key and ID of the
Cer ti fy ing Of fi cer logged on to the
sys tem and the Se cu rity Ad min is -
tra tor that was last logged on to the
sys tem.

2040.30 - Establishment of
Certifying Officer Authority

Ap pli ca bil ity.  The pro ce dures 
in this sec tion ap ply to vouch ers to
be cer ti fied to Treas ury RFCs, As -
sis tant Dis burs ing Of fi cers, and
U.S. Dis burs ing Of fi cers.

Dele ga tions and Des ig na tions 
of Author ity for Dis burse ment
Re lated Func tions.  By law, all
author ity to ex pend agency funds
re sides with the head of the Ex ecu -
tive Agency.  All in di vidu als who
cer tify voucher and sched ule of
pay ments to Treas ury must be
prop erly des ig nated as a Cer ti fy ing 
Of fi cer, by the re spon si ble head of
agency or other per son duly dele -
gated author ity to make such des -
ig na tions.  Treas ury has de ter -
mined that this des ig na tion pro cess 
also ap plies to all other spe cific po -
si tions re lated to the dis burse ment
of funds (i.e., ECS Se cu rity Ad -
min is tra tors, ECS Data En try Op -
era tors, Check Cus to di ans, En -
cryp tion Of fi cers, Des ig nated
Agents to re ceive and de liver
checks, ASAP Author iz ing Of fi -
cials, and ASAP Fi nan cial Of fi -
cials).

Treas ury pol icy and pro ce -
dures for sub mit ting such dele ga -
tions and/or des ig na tions of
author ity, their re newal, and their
revo ca tion are pro vided in I TFM
4- 1100.

Sec tion 2045 - Pay ments
From Ba sic Vouch ers

2045.10 - Applicability of
Procedures

The pro ce dures in this sec tion
ap ply only to those agen cies that
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trans mit the ba sic vouch ers to the
Dis burs ing Of fi cer for pay ment.

2045.20 - Submission of
Vouchers to Disbursing
Officers Other Than
Treasury Disbursing
Officers, U.S.  Disbursing
Officers (Department of
State), and Assistant
Disbursing Officers

Ba sic vouch ers pre pared on
gov ern ment stan dard forms or on
forms oth er wise spe cifi cally
author ized, and in voices, bills, or
state ments of ac count serv ing as
ba sic vouch ers, will be sub mit ted
to the Dis burs ing Of fi cer in an
origi nal and one copy for pay ment
proc ess ing.  The Dis burs ing Of fi -
cer will rec ord the pay ment data on 
both the origi nal and the copy of
the voucher.  The origi nal voucher
will be sub mit ted as ac count ing
sup port for the pay ment trans ac -
tion and the voucher copy will be
re tained by the Dis burs ing Of fi cer
for the ac count ing docu ment files.

2045.30 - No-Check
Vouchers

No- check vouch ers will be
trans mit ted to the Dis burs ing Of fi -
cer the same as other vouch ers, ex -
cept that across the face of the
voucher there will be writ ten in red
pen cil or ink the words “No Pay -
ment to be Made.” Such vouch ers
will be as signed a voucher number
the same as any other voucher and
will be sub mit ted with all other
vouch ers as sup port for trans ac -
tions in agency ac counts.

2045.40 - Assignment Of
Basic Voucher Numbers

Each ba sic voucher will be as -
signed an iden ti fi ca tion number by 
the ad min is tra tive agency proc ess -
ing the docu ment in its ac counts.
This ref er ence or docu ment
number will be used for all ac -
count ing and audit ing pur poses.

The number will be placed in the
space on stan dard form vouch ers
iden ti fied as “Voucher No.” This
rule will ap ply re gard less of which
op er at ing or ad min is tra tive unit or
di vi sion of the agency, in clud ing
the dis burs ing of fice, may un der
agency in ter nal op er at ing pro ce -
dures, ac tu ally as sign and place the 
number on the docu ment.  Sepa rate 
dis burs ing of fice voucher num -
bers, as such, are not re quired to be
placed on vouch ers ex cept in the
case of vouch ers cov er ing charges
for trans por ta tion serv ices.  If, for
ad min is tra tive pur poses, it is nec -
es sary to as sign con trol or ac count -
ing num bers to pay ment docu -
ments, these num bers will be con -
sid ered as sup ple men tary and sub -
or di nate to the of fi cial number as
pre scribed above.  The ad min is tra -
tive con trol or ac count ing number,
when used, will be placed on the
docu ment rea sona bly re moved
from the space pro vided for the of -
fi cial docu ment number (voucher
number), so that it will not be con -
fused with the docu ment number.

Dis burs ing of fice voucher
num bers are re quired to be placed
in the space marked “Voucher
No.” on stan dard form vouch ers.

Sec tion 2050 - Pay ments
From Treas ury Elec tronic
Cer ti fi ca tion Sys tem
Voucher and Sched ule of
Pay ments

2050.10 - Applicability of
Procedures

The pro ce dures in this sec tion
ap ply to cer ti fi ca tion and trans mis -
sion of voucher- schedules to
Treas ury RFCs us ing the Treas ury
Elec tronic Cer ti fi ca tion Sys tem
(ECS).

2050.20 - ECS Overview

The Treas ury ECS is an auto -
mated sys tem for voucher prepa ra -
tion, cer ti fi ca tion, trans mis sion,

and veri fi ca tion that re places the
pa per SF 1166, and SF 1166 EDP:
Voucher and Sched ule of Pay -
ments, and as so ci ated man ual sig -
na ture vali da tion pro cess.  The
ECS uses a com puter to gen er ate
voucher- schedules (SF 1166
ECS), elec troni cally cer tify the
vouch ers, and trans mit them via a
dial- up tele phone con nec tion to a
main frame host com puter at the
serv ic ing RFC.

The elec tronic cer ti fi ca tion
pro cess pro vides posi tive iden ti fi -
ca tion of the Cer ti fy ing Of fi cer
who author izes the voucher, the
source from which it origi nates,
and en sures the authen tic ity of the
trans mit ted data.  It also de tects
any de lib er ate or in ad ver tent ma -
nipu la tion, modi fi ca tion, or loss of
data be tween the time the voucher
is cer ti fied in the agency com puter
and the time it is veri fied at the
serv ic ing RFC host com puter.

The Gen eral Ac count ing Of -
fice has ap proved the ECS for sat -
is fy ing the sig na ture re quire ments
for cer ti fi ca tion con tained in 31
U.S.C. 3325 and 3528.

The fol low ing types of pay -
ments may be cer ti fied through the
ECS:

• Ven dor and mis cel  la  ne ous
sched ules con tain ing de tail pay -
ment data and cer ti fi ca tion for
pay ment via Treas ury check.
Checks is sued for these types of
pay ment will nor mally be dated
the next busi ness date af ter re -
ceipt of sched ule.

• Ven dor Ex press, sal ary, and
travel sched ules con tain ing de -
tail pay ment data and cer ti fi ca -
tion for pay ment via the Auto -
mated Clear ing House (ACH)
elec tronic pay ment pro cess of
the Fed eral Re serve sys tem.
ACH pay ments is sued for these
types of pay ments will nor mally
be set tled on the busi ness date
fol low ing re ceipt of the sched ule.

• Same Day Pay ment Re quest
sched ules con tain ing de tail pay -
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ment data and cer ti fi ca tion, for
pay ment via the Fed eral Re serve
Sys tem’s Fed wire funds trans fer
sys tem.  Funds are nor mally
trans ferred on the date of sched -
ule re ceipt.

• Sum mary sched ules con tain ing
cer ti fi ca tion and pay ment to tals
for de tail pay ment data files sub -
mit ted via mag netic tape or tele -
com mu ni ca tion to RFC main -
frame com put ers.  Pay ment data
files may con tain check and/or
ACH pay ment types, and may be
for any pay ment type proc essed
by FMS (such as bene fit, ven dor,
sal ary, tax re fund, etc.).  Checks
gen er ated as a re sult of this type
of sched ule will be is sued dated
on the pay ment date speci fied by
the agency in the Sum mary
sched ule.  ACH pay ments will be 
is sued for set tle ment on the pay -
ment date speci fied by the
agency in the Sum mary sched -
ule.  FMS does not main tain a
‘war ehou sing’ ca pa bil ity for
pay ment re quests.  There fore, it
is the re spon si bil ity of the sub -
mit ting agency to en sure that
pay ment re quests are sub mit ted
in a timely man ner to al low for
pay ment proc ess ing and re lease
by the de sired pay ment date, but
not sig nifi cantly ear lier than re -
quired for such timely proc ess -
ing.  The ECS Sum mary Sched -
ule fea ture MUST be used to cer -
tify all pay ment files sub mit ted
to Treas ury RFCs via elec tronic
trans mis sion.

The proc ess ing ca pac ity of
each ECS com puter, in stalled at an
agency end- point, is 200 sched ules 
per day, of all types, to a sin gle
RFC.  For “Type A” ECS sched -
ules (those con tain ing in di vid ual
pay ment data as well as cer ti fi ca -
tion), an in di vid ual sched ule may
con tain pay ment data for up to 60
pay ments.  An agency end- point
may be equipped with one or more
ECS com put ers, as re quired.

The ECS uses mes sage authen -
ti ca tion tech nol ogy de fined by
Ameri can Na tional Stan dards In -
sti tute (ANSI) Stan dards X9.9 - Fi -
nan cial  In st i  tu t ion Mes sage
Authen ti ca tion (whole sale) and
X9.17 -F ina ncial In sti tu tion Key
Man age ment (whole sale).

The agency ECS com puter sys -
tem con sists of an IBM com pati ble
com puter with a spe cial se cu rity
board, key loader (smart card
reader) and in ter face unit, mo dem,
and soft ware sup plied by FMS.
Voucher- schedules may be cre ated 
by three dif fer ent meth ods:

• By key ing all voucher- schedule
in for ma tion di rectly into the ECS 
com puter.

• By key ing voucher- schedule in -
for ma tion into a com puter other
than the ECS com puter, us ing an
FMS fur nished Off- Line Data
En try Op era tor (DEO) soft ware
pack age, writ ing the voucher-
 schedule to a mag netic disk ette,
and up load ing the voucher-
 schedule from the disk ette into
the ECS com puter.

• By gen er at ing a com puter file, to
FMS speci fi ca tions, con tain ing
the voucher- schedule in for ma -
tion on an agency main frame or
mini com puter, writ ing the file to
a mag netic disk ette, and up load -
ing the file from the disk ette into
the ECS com puter.

Voucher- schedules are cer ti -
fied elec troni cally by com put ing,
trans mit ting, and veri fy ing a mes -
sage authen ti ca tion code (MAC)
for each pay ment  and each
voucher- schedule.  The MACs are
auto mati cally gen er ated within the 
spe cial se cu rity board, in stalled in
the ECS com puter, by a Data En -
cryp tion Stan dard (DES) al go -
rithm us ing the unique se cret keys
as signed to agency Cer ti fy ing Of -
fi cers (CO) and ECS Se cu rity Ad -
min is tra tors (SA).

2050.30 - Agency Personnel
Requirements for ECS

Nor mally a mini mum of three
agency per son nel types are re -
quired for to tal op era tion of the
ECS.  Each em ployee type is as -
signed spe cific func tions, that the
other em ployee types can not ex er -
cise. This pro vides proper sepa ra -
tion of du ties to en sure in teg rity.
Un der nor mal cir cum stances an
agency will as sign more than one
in di vid ual for each func tion to en -
sure avail abil ity of the proper em -
ployee type at all times.  The em -
ployee func tions re quired are:

Se cu rity Ad min is tra tors
(SA) - Re spon si ble for ini tial sys -
tem in stal la tion, sys tem daily start-
 up and shut- down, ta ble main te -
nance, prob lem reso lu tion, over all
se cu rity moni tor ing, and train ing
of other SAs, COs, and Data En try
Op era tors.  Se cu rity Ad min is tra -
tors must be des ig nated in ac cor -
dance with the pro vi sions of I TFM 
4- 1100.  Se cu rity Ad min is tra tors
are is sued ECS User IDs, to kens
(smart cards) and PINs for sys tem
ac cess.   There are three (3) sub-
 types of Se cu rity Ad min is tra tor:

• Mas ter Se cu rity Ad min is tra -
tor (MSA) - Has all func tional
ca pa bili ties of an SA, plus, has
the ca pa bil ity to pro cess to ken
mes sages from the ECS Cen tral
Key Man age ment Sys tem in con -
junc tion with a Mas ter Cer ti fy ing 
Of fi cer (MCO) or Trans mis sion
Cer ti fy ing Of fi cer (TCO).  The
MSA also has the ca pa bil ity to
cre ate Trans mis sion Se cu rity
Ad min is tra tors (TSAs), and is re -
spon si ble for main tain ing blank
to ken in ven tory.  MSA to kens
and PINs are cre ated and is sued
by the FMS Cen tral Key Man -
age ment Sys tem.  The MSA is
the only in di vid ual who can per -
form INI TIAL setup of an ECS
PC.
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• Trans mis sion Se cu rity Ad min -
is tra tor (TSA) - Has all func -
tional ca pa bili ties of an SA, plus,
has the ca pa bil ity to pro cess to -
ken mes sages from the ECS Cen -
tral Key Man age ment Sys tem, in
con junc tion with a Mas ter Cer ti -
fy ing Of fi cer (MCO) or Trans -
mis sion Cer ti  fy ing Of fi cer
(TCO).  Does not have the ca pa -
bil ity to cre ate other TSAs.  TSA
to kens and PINs are cre ated at the 
agency ECS site, from to ken
mes sages trans mit ted from the
FMS Cen tral Key Man age ment
Sys tem, by the agency MSA in
co or di na tion with an agency
MCO or TCO.

• Se cu rity Ad min is tra tor (SA) -
Has the ca pa bil ity to in stall, ini -
tial ize, start- up, main tain, and
shut- down the ECS com puter
and cre ate Data En try Op era tor
(DEO) IDs in the ECS.  SA to -
kens and PINs are cre ated at the
agency site, from to ken mes sages 
trans mit ted from the FMS Cen -
tral Key Man age ment Sys tem, by 
the agency Mas ter Se cu rity Ad -
min is tra tor (MSA) or Trans mis -
sion Se cu rity Ad min is tra tor
(TSA) in co or di na tion with an
agency Mas ter Cer ti fy ing Of fi -
cer (MCO) or Trans mis sion Cer -
ti fy ing Of fi cer (TCO).

An MSA must be ap pointed for
each ECS sys tem lo ca tion, ap -
point ment of TSAs and SAs is op -
tional, but rec om mended.  The
MSA will be the pri mary SA for an
agency ECS lo ca tion.

Data En try Op era tors (DEO)
-  Re spon si ble for pay ment data en -
try and ed it ing voucher- schedules.
Re spon si ble for up load ing into the
ECS com puter voucher- schedules
cre ated on other com puter sys -
tems. At the op tion of the agency,
DEOs may be author ized to ini ti ate 
and moni tor trans mis sion of cer ti -
fied voucher- schedules from the
ECS com puter to Treas ury RFCs.
DEOs must be des ig nated in ac cor -
dance with the pro vi sions of I TFM 

4- 1100.  DEOs are only is sued
ECS IDs and PINs.

Cer ti fy ing Of fi cers -  Re spon -
si ble for cer ti fi ca tion and trans mis -
sion of voucher- schedules.  Cer ti -
fy ing Of fi cers must be des ig nated
in ac cor dance with the pro vi sions
of I TFM 4- 1100. Cer ti fy ing Of fi -
cers DO NOT have the ca pa bil ity
to in stall ECS soft ware.  Cer ti fy ing 
Of fi cers are is sued ECS User IDs,
to kens (smart cards) and PINs for
sys tem ac cess.   There are three (3)
sub- types of Cer ti fy ing Of fi cer:

• Mas ter Cer ti fy ing Of fi cer
(MCO) - Has all func tional ca pa -
bili ties of a CO, plus, has the ca -
pa bil ity to pro cess to ken mes -
sages from the ECS Cen tral Key
Man age ment Sys tem (CKMS) in 
con junc tion with an MSA or
TSA.  The MCO also has the ca -
pa bil ity to cre ate TCOs.  MCO
to kens and PINs are cre ated and
is sued by the FMS Cen tral Key
Man age ment Sys tem.

• Trans mis sion Cer ti fy ing Of fi -
cer (TCO) - Has all func tional
ca pa bili ties of a CO, plus, has the
ca pa bil ity to pro cess to ken mes -
sages from the ECS Cen tral Key
Man age ment Sys tem, in con -
junc tion with an MSA or TSA.
Does not have the ca pa bil ity to
cre ate other TCOs.  TCO to kens
and PINs are cre ated at the
agency ECS site, from to ken
mes sages trans mit ted from the
FMS Cen tral Key Man age ment
Sys tem, by the agency MCO in
co or di na tion with an agency
MSA or TSA.

• Cer ti fy ing Of fi cer (CO) - Has
the ca pa bil ity to in stall, cer tify,
and trans mit voucher- schedules.
CO to kens and PINs are cre ated
at the agency site, from to ken
mes sages trans mit ted from the
FMS Cen tral Key Man age ment
Sys tem, by the agency MCO or
TCO in co or di na tion with an
agency MSA or TSA.

An MCO must be ap pointed for 
each ECS sys tem lo ca tion; ap -

point ment of TCOs and COs is op -
tional, but rec om mended.  The
MCO will be the pri mary CO for
an agency ECS lo ca tion.

2050.40 - Sys tem Se cu rity
Fea tures

Each agency SA and CO is is -
sued a unique se cret hexa deci mal
number, called a key, and a per -
sonal iden ti fi ca tion number (PIN),
which are used to ac cess and op er -
ate the ECS.  The key and PIN are
en crypted and stored on a to ken
(physi cal ac cess de vice - smart
card) along with the ECS iden ti fi -
ca tion number (ECS ID) of the
user.  The ECS ID and PIN are also
pro vided to the in di vidu als in writ -
ten form.

The keys and PINs are gen er -
ated by a Cen tral Key Man age -
ment Sys tem (CKMS).  The
CKMS func tions are per formed by 
Se cu rity Of fi cers (SOs) at the RFC
ad min is ter ing the CKMS.  There
are two pri mary SOs, each with
back- ups.  Pri mary SO1 and SO1
back- ups han dle all mat ters per -
tain ing to to kens and PINs for SAs. 
Pri mary SO2 and SO2 back- ups
han dle all mat ters per tain ing to to -
kens and PINs for COs. To kens
and PINs are fur nished to the SAs
and COs un der con di tions that en -
sure no one other than the in tended
SA and CO has ac cess to them.

MSA and MCO to kens and
PINs are cre ated at the CKMS and
dis trib uted di rectly to the re cipi ent
by the SO1 and SO2, re spec tively.
MSAs must docu ment re ceipt of
their to kens and PINs by com plet -
ing FMS Form 210RS (see I TFM
4- 1100) and for ward ing it to the is -
su ing Pri mary SO1.  MCOs must
docu ment re ceipt of their to kens
and PINs by com plet ing FMS
Form 210RC (see I TFM 4- 1100)
and for ward ing it to the is su ing Pri -
mary SO2. TSA, SA, TCO, and
CO to kens are cre ated at the
agency site, from to ken and PIN
data trans mit ted from the CKMS,
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by the agency MSA/TSA and
MCO/TCO in co or di na tion.

TSAs, SAs, TCOs, and COs
must docu ment re ceipt of their to -
kens and PINs by com plet ing the
ap pro pri ate form (FMS 210RS for
TSA and SA, FMS 210RC for
TCO and CO) and for ward ing it to
the ap pro pri ate CKMS SO (SO1
for TSA and SA, SO2 for TCO and
CO). DEOs must docu ment re ceipt 
of their IDs and PINs by com plet -
ing FMS Form 210RD and for -
ward ing it to the CKMS SO1. IDs
for ALL types of CO, SA and
DEO will not be ac ti vated in the
ECS un til re ceipt and vali da tion
of the ap pro pri ate re ceipt(s).
The SA and CO to kens are also
stored se curely in the CKMS
where they are avail able only for
se cure elec tronic trans mis sion to
all Treas ury RFC main frame host
com put ers for use in vali da tion of
voucher- schedules.  Through out
the pro cess/sys tem, no per son has
ac cess to the un en crypted key and
no per son, other than the user, has
ac cess to the PIN.  Keys and PINs
will be re is sued by the CKMS pe ri -
odi cally.

The se cu rity and in teg rity of
the voucher- schedule cer ti fi ca tion
and veri fi ca tion pro cess de pend on 
the se cu rity af forded to the to kens
and PINs.  The SAs, COs and
DEOs must never al low any one to
have ac cess to their to kens and/or
PINs, and must fol low se cu rity
pro ce dures is sued with them.  If
SAs, COs or DEOs sus pect their
to kens and/or PINs have been
com pro mised or if the to kens be -
come un us able, the Treas ury
CKMS Se cu rity Of fi cer re spon si -
ble (SO1 for SA, SO2 for CO)
must be no ti fied im me di ate ly and
the to kens must ei ther be re writ ten
(via the To ken Mes sage func tion
of the ECS), or be re turned for re is -
sue.

Vio la tion of se cu rity pro ce -
dures will re sult in no ti fi ca tion to
the Se cret Serv ice or ap pro pri ate
In spec tor Gen eral and could ul ti -

mately be cause to re voke authori -
za tion of the agency to use the
ECS.

2050.50 - Designation of
Certifying Officers, Security
Administrators and Data
Entry Operators for ECS

Cer ti fy ing Of fi cers (CO), Se -
cu rity Ad min is tra tors (SA) and
Data En try Op era tors (DEO) for
the ECS will be des ig nated as pre -
scribed in I TFM 4- 1100.  Only
Head of Agency and other of fi cials 
law fully dele gated des ig na tion
author ity may des ig nate COs, SAs
and DEOs. A sin gle in di vid ual
can not be des ig nated as both a CO
and SA, or CO and DEO for the
same ECS sys tem and agency lo -
ca tion.  Des ig na tions for CO, SA
and DEO are valid for a pe ri od of 2
years, un less re voked ear lier.
Agency des ig nat ing of fi cials will
be no ti fied of pend ing des ig na tion
ex pi ra tion, by FMS, 2 months
prior to ex pi ra tion.  If re des ig na -
tions are not re ceived by the ex pi -
ra tion date, the keys for the in di -
vidu als will be de ac ti vated in the
Cen tral Key Man age ment Sys tem,
re sult ing in re jec tion of sched ules
cer ti fied with those keys.

2050.60 - Revocation of ECS 
Certifying Officers, Security
Administrators and Data
Entry Operators

When an ECS Cer ti fy ing Of fi -
cer (CO), Se cu rity Ad min is tra tor
(SA) or Data En try Op era tor
(DEO) be comes un en ti tled to ex er -
cise their author ity (through de par -
ture, re as sign ment, or other cause), 
the agency will im me di ate ly no tify 
the Cen tral Key Man age ment Sys -
tem SO1 or SO2, as ap pro pri ate,
via fac sim ile mes sage, as pre -
scribed in the ECS Us ers Man ual.
Upon re ceipt of the fac sim ile mes -
sage, the SO will re move the ap -
pro pri ate key from the CKMS da -
ta base to en sure that the to ken as -
signed to the per son whose author -

ity has been re voked can not be
used.  Pro ce dures in the ECS Us ers 
Man ual must be fol lowed in re -
turn ing to kens to the serv ic ing
RFC.  The agency will also no tify
the Chief Dis burs ing Of fi cer, via a
com pleted FMS Form 210, 210S
or 210DEO, as ap pro pri ate, not ing
the revo ca tion ac tion and ef fec tive
date (see I TFM 4- 1100).

2050.70 - Agency
Requirements

Agen cies may make ap pli ca -
tion to use the Elec tronic Cer ti fi ca -
tion Sys tem to any of the Treas ury
RFCs.  A sin gle ECS com puter
may be used to ac cess any or all of
the Treas ury RFCs.  How ever,
prior ar range ment must be made
with each RFC bef ore voucher-
 schedules can be trans mit ted for
the first time.  When an agency de -
sires to use the ECS with more than 
one RFC, one RFC will be se lected 
as the pri mary serv ic ing RFC and
will co or di nate com mu ni ca tions
be tween the agency and any other
RFC(s) to which sched ules will be
sent (sec on dary serv ic ing RFCs).
The pri mary serv ic ing RFC will be
the pri mary con tact for prob lem
reso lu tion and to ken is su ance/up -
date mat ters.

Agen cies will des ig nate a Mas -
ter Cer ti fy ing Of fi cer (MCO) and
Mas ter Se cu rity Ad min is tra tor
(MSA) to re ceive train ing.  The
pri mary serv ic ing RFC will pro -
vide train ing cov er ing all func tions 
per formed by the SA, CO, and
DEO.  The agency must train ad di -
tional em ploy ees to per form SA,
CO, and DEO func tions.  The pri -
mary serv ic ing RFC will pro vide
train ing ma te ri als and user manu -
als.

The Mas ter Se cu rity Ad min is -
tra tor (MSA) will be the pri mary
con tact with the RFC for solv ing
rou tine sys tem prob lems. The
MSA must un der stand com put ers
and have a knowl edge of the
agency pay ment pro cess to be ef -
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fec tive. The MSA should also be in 
a po si tion of re spon si bil ity within
the agency. The MSA will train
other agency em ploy ees (SAs,
COs, and DEOs) in proper sys tem
op era tion and pro ce dures.

Agen cies must en sure that the
same em ployee is not des ig nated
or author ized to serve in more than
one of the three ECS po si tions
(CO, SA, or DEO). In ex cep tional
cir cum stances, where only a very
lim ited number of per son nel are
avail able for op era tion of the ECS,
it will be per mis si ble for an SA to
also be des ig nated to per form DEO 
func tions.

Agen cies must en sure that their 
em ploy ees com ply with the se cu -
rity and op er at ing pro ce dures con -
tained in the ECS Us ers Man ual.

Agen cies are re spon si ble for
ob tain ing the com puter and pe -
riph eral equip ment needed for the
ECS.  In for ma tion about the re -
quired equip ment can be ob tained
from the serv ic ing RFC.

Only ECS soft ware, se cu rity
boards, key loader in ter face units,
mo dems, and to kens sup plied or
des ig nated by Treas ury can be
used in the ECS.  Agen cies must
pro cure se cu rity boards and key
loader in ter face units via Treas ury
con tracts.  In for ma tion on how to
ob tain these items will be fur -
nished by the serv ic ing RFC.

Agen cies must not make any
changes to the Treas ury sup plied
soft ware, se cu rity boards or other
unique items fur nished as a part of
the ECS.  The se cu rity boards
(PCEM board) are con trolled
items, whose cases are sealed with
tamper evi dent seals.  As such,
they may only be opened, dis as -
sem bled, modi fied, or re paired by

author ized par ties.  For any se cu -
rity board re quir ing re pair the
agency should con tact the serv ic -
ing RFC for author ized pro ce -
dures. Break ing the seal on a se cu -
rity board is a se cu rity vio la tion
and will be re ported and han dled as 
such.  Re mov ing the cover from a
se cu rity board will com pletely dis -
able the board, re quir ing it to be re -
turned to the manu fac turer to be
made us able.  As a con trolled item,
se cu rity boards can not be ex ported 
or dis posed of in an un con trolled
man ner.  Agen cies should con tact
their serv ic ing RFC for dis posal
in struc tions.  Lo cally gen er ated
soft ware modi fi ca tions are pro hib -
ited, will com pletely de stroy con -
figu ra tion con trol, and could re sult
in ma jor se cu rity and op era tional
prob lems.  Any modi fi ca tion or
change to the ECS soft ware, with -
out Treas ury’s writ ten ap proval, is
a se cu rity vio la tion.

Agen cies will con tact their pri -
mary serv ic ing RFC for as sis tance
in solv ing sys tem prob lems.

Agen cies will re solve all prob -
lems due to the faulty equip ment
and soft ware that is not fur nished
by Treas ury.  Treas ury will cor rect
hard ware/soft ware/sys tem prob -
lems re lated to items fur nished by
Treas ury (se cu rity boards, key
loader in ter face units, to kens and
the ECS pro gram soft ware).

Agen cies will pro vide two
sepa rate se cure lock able stor age
con tain ers for stor ing ECS items
re quir ing se cure stor age.  The
MSA (who holds the first mas ter
key for ECS sys tem ini tiali za tion)
should have ac cess to one and the
other SA hold ing the sec ond mas -
ter key for the ECS should have ac -
cess to the other.

Sec tion 2055 - Pay ments
From Pa per SF 1166,
Voucher and Sched ule of
Pay ments

2055.10 - Applicability of
Procedures

The pro ce dures pre scribed in
this sec tion ap ply only to those
agen cies re quired to sub mit pa per
SF 1166 forms, or com pa ra ble
forms, to Treas ury RFCs for pay -
ment, and may be used by other
agen cies per form ing their own dis -
burs ing func tions upon no ti fy ing
the Chief Dis burs ing Of fi cer of
such in tent.  Treas ury has dis con -
tin ued Op ti cal Char ac ter Rec og ni -
tion proc ess ing of SF 1166 OCR
and SF 1167 OCR.  Con se quently,
the re place ment forms (SF 1166
and SF 1167) may only be sub mit -
ted to Treas ury RFCs for cer ti fi ca -
tion of pay ment files sub mit ted via
mag netic tape, as Voucher and
Sched ule of Pay ments for checks
to be pre pared manu ally, pay ments 
to be proc essed via the Fed eral Re -
ser ve’s Fed wire sys tem, and pay -
ments to be paid in for eign cur -
rency. Treas ury strongly rec om -
mends that all pay ment re quests be
cer ti fied and sub mit ted via the
Elec tronic Cer ti fi ca tion Sys tem, or 
that pay ment data be sub mit ted via
elec tronic trans mis sion, with cer ti -
fi ca tion via the ECS.

2055.20 - Preparation and
Distribution of Voucher-
Schedules

The pa per SF 1166 will be pre -
pared in an origi nal and two cop -
ies. (Where ap pli ca ble, all pay -
ment in for ma tion that des ig nates a
mail ing ad dress must in clude a ZIP 
Code.)  The origi  nal  of  the
voucher- schedule will be sent to
the serv ic ing Treas ury RFC for
pay ment proc ess ing and two cop -
ies will be re tained by the agency.
Agen cies should sub mit voucher-
 schedules to the RFC so as to al low 
pay ments to be is sued as close to
the pay ment due date as pos si ble.
Mail de liv ery time is to be con sid -
ered in the due date sched ul ing
pro cess.
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Prepa ra tion of check pay ments
from voucher- schedules will be by
man ual typ ing (on an ex cep tion
ba sis, for check pay ments of $10
mil lion or more, for eign cur rency
pay ments, and cash ier ad vances),
from elec troni cally trans mit ted
pay ment files or com puter mag -
netic tapes.  To the maxi mum ex -
tent pos si ble, agen cies should
sched ule their pay ment ac tivi ties
so that each tape con tains a mini -
mum of 100 pay ment rec ords.  If
an agency is un able to meet this
mini mum, it is within the ju ris dic -
tion of each RFC to ac cept tapes
with fewer than 100 rec ords.
Agen cies should sub mit only one
mag netic tape per day for a par ticu -
lar class of pay ment.  For mis cel la -
ne ous pay ment files, all pay ments
on the tape should be cer ti fied un -
der a sin gle pa per SF 1166.

Agen cies un able to pro duce
com puter mag netic tape or tele -
com mu ni cate pay ment files elec -
troni cally must sub mit and cer tify
pay ments via the Elec tronic Cer ti -
fi ca tion Sys tem.

         The RFC will make the pay -
ments, place the pay ment in for ma -
tion on the voucher- schedule and
re tain the origi nal paid voucher-
 schedule as sup port to its State -
ment of Ac count abil ity.  RFCs will 
make every ef fort to ad here to a 24-
 hour (in to day - out to mor row)
proc ess ing sched ule for pay ments
sub mit ted on com puter mag netic
tape that does not in clude man ual
en clo sures.  The use of man ual en -
clo sures may re quire up to 72
hours for pay ment proc ess ing and
re lease.

NOTE: Agen cies must sub mit
the origi nal and two cop ies of
the pa per SF 1166 to the RFC
for proc ess ing of for eign cur -
rency vouch ers (see sec tion
2065.40 -Ge neral).

On the date of pay ment, is su ing 
RFCs re port pay ment is sue data
from paid voucher- schedules to
the GOALS/RFC Agency Link,
for agency ac count abil ity.  The

pay ment data will con sist of the SF
1166 (docu ment type A or B) or
SSA 110s (docu ment type K)
sched ule number, pay ment date,
check sym bol or ACH sym bol,
check range, or com bined check
and trace ranges, and cer ti fi ca tion
amount.  The agency will have ac -
cess to the paid data, usu ally,
within 24 hours of the paid date.
Mi cro fiche, con tain ing the same
data, is mailed at the end of each
month to the agen cy’s ac count ing
of fice, which should be kept for fu -
ture in quir ies.  Any un usual de lays
in re ceipt  of  paid voucher-
 schedule data (on GOALS) by
agency of fices should be re ported
to the is su ing RFC.  Upon re ceipt,
the agency im me di ate ly must com -
pare the paid data with the pend ing
copy of the voucher- schedule.
Any er ro ne ous data should be re -
ported im me di ate ly to the agency
In spec tor Gen er al’s of fice (or ap -
pro pri ate agency se cu rity of fi cials) 
and the Dis burs ing Of fi cer. Cop ies 
of the ac com plished voucher-
 schedules, with the re lated ba sic
voucher, will be sub mit ted as ac -
count ing sup port to the agen cy’s
State ment of Trans ac tions.  One
copy will be re tained in the agen -
cy’s ac count ing docu ment files as
ac count ing sup port to the agen cy’s 
State ment of Trans ac tions.

2055.30 - Basic Vouchers

Ba sic vouch ers are the source
docu ments for the is sue data on SF
1166 or com pa ra ble forms.  Each
ba sic voucher will be listed on a
voucher- schedule with all in for -
ma tion re quired for check is su ance 
pur poses.  Ba sic vouch ers cov ered
by voucher- schedules will be re -
tained by de part ments and agen -
cies un less oth er wise author ized.
Each voucher- schedule page
should con tain the great est number 
of items that nor mal spac ing re -
quire ments will per mit.

As sign ment of Iden ti fi ca tion
Num bers to Ba sic Vouch ers.
Each ba sic voucher must be cross-

 referenced to the voucher-
 schedule by agency iden ti fi ca tion
num bers in a man ner that en ables
posi tive as so cia tion of one with the 
other.  Ad min is tra tive agen cies or
of fices may elect to as sign in di vid -
ual num bers to each ba sic voucher, 
in voice, or bill, or they may as sign
only the re lated Voucher and
Sched ule of Pay ments number to
each ba sic ac count ing docu ment.
De pend ing on the sys tem used by
the ad min is tra tive agency with re -
spect to num ber ing ba sic vouch -
ers, in voices, or bills, the first col -
umn of the Voucher and Sched ule
of Pay ments may or may not be
used.

Clas s i  f i  ca t ion on Ba s ic
Vouch ers for Pur poses of Sepa -
rate Sched ul ing.  Ba sic vouch ers
should be seg re gated into the fol -
low ing gen eral clas si fi ca tions for
proc ess ing on sepa rate voucher-
 schedules:

• Pay roll vouch ers.

• Travel vouch ers.

• Vouch ers pay able in for eign cur -
rency.

• “No- check” vouch ers re quir ing
no ac tion by the Re gional Fi nan -
cial Cen ter.

• Fed wire pay ment vouch ers.

• Ven dor pay ment vouch ers.

• All oth ers.

In those cases where an ad min -
is tra tive agency es ti mates that the
daily av er age number of ba sic re -
im burse ment travel vouch ers, SF
1012 “Travel Voucher” to be proc -
essed at a sched ul ing point will be
six or less, such vouch ers need not
be listed on a sepa rate voucher-
 schedule, but may be in cluded with 
those clas si fied as “all oth ers.”

2055.40 - Combined
Payments Due a Single
Payee

If the amounts of two or more
ba sic vouch ers or in voices due one
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payee may be prop erly com bined
in one check, the in di vid ual ba sic
voucher num bers should be clearly 
in di cated in the voucher number
col umn on the voucher- schedule,
but the items will be added and
listed as a sin gle pay ment.  In such
cases, it is de sir able that an add ing
ma chine tape or fac ing sheet list -
ing of the in di vid ual amounts be at -
tached to the re lated group of ba sic
vouch ers.

2055.50 - Guidelines for
Entering Information on the
Voucher-Schedules

En ter ing In for ma tion in the
Payee Col umn.  As a gen eral rule,
the RFC will cre ate pay ments di -
rectly from the in for ma tion shown
on the SF 1166 (I TFM 4- 5000).
Con se quently, ex cept as oth er wise 
pro vided in sec tion 2070, the data
should be re stricted to the in for ma -
tion which is to be shown on the
face of the check or would be re -
quired to post an elec tronic pay -
ment to an ac count at a fi nan cial in -
sti tu tion, and should be typed in
up per case let ters.  Punc tua tion
marks are to be omit ted ex cept for
the use of com mas to set off the
names of more than two pay ees.
Long ad dresses should be avoided
un less nec es sary for postal iden ti -
fi ca tion.

Check is sue data for for eign ad -
dressed pay ments sub mit ted to
Treas ury RFCs should in clude a 3-
 digit for eign sort ing code in the do -
mes tic ZIP Code lo ca tion.  If the
pay ment file is sub mit ted as a bulk
file (elec tronic file trans mis sion or
on mag netic tape), the for eign sort -
ing code should not con tain lead -
ing ze ros in the 5- digit ZIP Code
field, oth er wise, it may be mis -
taken for a do mes tic ZIP Code.
Checks bear ing these codes are
sorted by coun try and re ceive pri -
or ity de liv ery through De part ment
of State fa cili ties.  A list of the for -
eign coun try sort ing codes may be
ob tained from the Of fice of the
Chief Dis burs ing Of fi cer (see

Con tacts page).  Checks ad dressed
out side of the United States must
bear the name of the coun try, ex -
cept for checks with APO/FPO ad -
dresses.  For eign ad dressed pay -
ments in cluded in Rail road Re tire -
ment Board (RRB) bene fit pay -
ment files, and Of fice of Per son nel
Man age ment (OPM) bene fit pay -
ment files, must be lo cated at the
be gin ning of the file.

When nec es sary, spe cial han -
dling in struc tions should be placed 
in the payee col umn as the first en -
try on the SF 1166.  Payee in for ma -
tion should be lo cated in side the
brack ets pro vided on the form.
The first line should be gin at the
first space in side the left bracket.
No payee in for ma tion should ex -
tend into the amount col umn.  For -
eign ad dressed pay ments, ex cept
to APO/FPO ad dresses, should be
sub mit ted to Treas ury RFCs on a
sepa rate SF 1166 or at the be gin -
ning or end of the bulk file.

Voucher- schedules pre pared to 
show only the name of the payee
and amount, such as ad vances to
trav el ers, etc., may have the payee
names tri ple spaced so that two
such in scrip tions ap pear in each
payee space.  If pay ment iden ti fi -
ca tion leg ends (travel ad vance,
etc.) are re quired to be shown on
the checks, the leg end should be
tri ple spaced be low the name of the 
payee and one in scrip tion al lot ted
to each payee space.

In voice num bers or other data
iden ti fy ing the pay ment should be
typed on the sec ond suc ceed ing
line fol low ing the last line of ad -
dress, as long as it does not over lap
into the next payee space. Oth er -
wise, it may be in dented slightly
and started on the next line fol low -
ing the last line of ad dress to avoid
over lap ping into the next payee
space.  (For re lated in for ma tion
con cern ing in scrip tion of Payee
Name and Other Iden ti fi ca tion
Data, see I TFM 4- 5000.)

In or der to pre clude the pos si -
bil ity of the nu meri cal iden ti fi ca -

tion number be ing mis taken for
ZIP Codes by the U.S. Postal Serv -
ice, all such nu meric in for ma tion
should be typed in the payee col -
umn be gin ning with the first space
in side the left mar gin. Pay ment
iden ti fi ca tion in for ma tion should
not ap pear ad ja cent to the ZIP
Code area.  Nu meric for eign postal 
codes should also be the first en try
in the last line or next to last line of
ad dress de pend ing on the postal
regu la tions of the coun try in -
volved.  An ex cep tion is Ca na dian
al pha nu meric postal codes, which
should be the last en try in the last
line of the ad dress.

En ter ing In for ma tion in the
Amount Col umn.  The amount for 
which the pay ment is to be drawn
will be shown in the “Amount”
col umn on the same line as the pay -
ee’s name.  The amounts should be
typed within the in dex marks in the 
amount col umn.  Amounts should
be typed with out deci mal points or
dol lar signs for pay ments in U.S.
cur rency.  Amounts should be lo -
cated so that the last digit of the
amount (units po si tion) is lo cated
three type writ ten spaces from the
right- hand ver ti cal rul ing of the
amount col umn.  Ex cept where
prior ar range ments have been
made to the con trary, amounts
stated in for eign cur ren cies should
con tain deci mals.  This is nec es -
sary to en sure that the cor rect
amount will be paid, since some
coun tries are not on the deci mal
sys tem.  The to tal of the amount
col umn on the voucher- schedule
must in clude items listed on the
con tinua tion sheets.

Typ ing. Sched ules pre pared on 
elec tric type writ ers cre ate the most 
con sis tently dense and there fore
the best qual ity im pres sions for
read abil ity or pre par ing for eign
cur rency pay ments.  The use of
man ual type writ ers to pre pare
voucher- schedules should be
avoided, if at all pos si ble.  Vouch -
ers may be pre pared us ing com -
puter driven im pact or non- impact
print ers.  Type writ ers equipped
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with 10- pitch style (10 char ac ters
to the inch) pro duce an im age su -
pe rior to the elite (12- pitch) style.
Type writ ers hav ing Op ti cal Char -
ac ter Rec og ni tion (OCR) fonts
(OCR-A 10- pitch, 1403 OCR 10-
 pitch or OCR-B 12- pitch up per -
case al pha nu meric) are ac cept able
and de sir able for all voucher-
 schedules.  Type writ ers with script 
or italic style fonts and type writ ers
that print nu meric ze ros should not
be used for typ ing voucher-
 schedules.  Sched ules should be
typed us ing all capi tals for
names and ad dresses.  Pres sure
set ting of type writ ers should be ad -
justed to pro duce heavy im pres -
sions, but not heavy enough to pro -
duce “brailled” or em bossed char -
ac ters.  A one- time use carbon-
 base ink or film rib bon cre ates the
best im ages for pay ment pro duc -
tion.  Fab ric rib bons should not be
used for pre par ing voucher-
 schedules.  Rib bons should be
changed and typ ing ele ments
cleaned fre quently to en sure dense
im pres sions.

Er rors made in typ ing the pay -
ment in scrip tion should be cor -
rected us ing the OCR scan ner cor -
rec tion method re gard less of how
the pay ments will be pre pared.  In
the OCR scan ner method of cor -
rec tion, four ques tion marks are
typed in the first four po si tions of
the next line.  Af ter typ ing the
ques tion marks, dou ble space the
type writer and start the pay ment
rec ord over again.  Do not X- out or
line out en tries.  Also, the OCR
scan ner method for end of page
cod ing should be used on all sched -
ules, re gard less of the method of
check prepa ra tion.  Type four slash 
marks (////) af ter dou ble line spac -
ing from the last pay ment rec ord
on the page.

Audit No ta tions.  To the full -
est ex tent pos si ble, audit no ta tions
on the sched ule should be made in
the voucher col umn.  If re quired,
check marks, ini tials, or other no -
ta tions may be placed on sched ules 
in the payee or check- number col -

umns.  All audit no ta tions should
be made with ball- point pens or
pen cils of the non re pro duc ing
type.

Mail ing of Sched ules to Dis -
burs ing Of fi cers.   Sched ules
should be sub mit ted in 9- by 12-
 inch or larger en ve lopes so that the
vouch ers will not have to be
folded.

2055.60 - Scheduling
Invoices From Government
Agencies When Payment is
Made by Check

In voices or other bill ing docu -
ments re ceived from gov ern ment
agen cies that are to be paid by
check will be listed for pay ment on
a voucher- schedule and proc essed
as if pay ment were be ing made to a
non- government credi tor.  In such
cases, the origi nal in voice or bill -
ing docu ment is the ba sic voucher
and be comes a part of the ac count -
ing docu men ta tion for the re lated
pe ri od of ac count.

2055.70 - Scheduling No-
Check Vouchers

Vouch ers for which no- checks
are to be is sued or from which de -
duc tions are made, will be as -
signed voucher num bers, as other
dis burse ment vouch ers,  and
sched uled in the fol low ing man -
ner:

• Vouch ers that do not re quire the
RFC to is sue a check, and do not
re quire the agency sta tion to pro -
cess a trans ac tion in its State ment 
of Trans ac tions, will be sched -
uled sepa rately from all other dis -
burse ment voucher- schedules.
These sched ules will be marked
“No- Check Vouch ers” and will
be sub mit ted with all other
sched ules.  “No- Check Vouch -
ers” will not be sub mit ted to
RFCs for proc ess ing.  These
trans ac tions should be docu -
mented on Op tional Form 1017-

G “Jour nal Voucher” or other
simi lar form(s).

• Vouch ers from which de duc tions 
are made will be sched uled with
all other dis burse ment voucher-
 schedules sub mit ted to RFCs
with the no ta tion “No- check” op -
po site the voucher de duc tion in
the “D.O. Check No.” col umn.

2055.80 - Scheduling Travel
Advances

The prepa ra tion of SF 1012
“Travel Voucher” in vouch er ing
ap proved travel ad vances is op -
tional where a voucher- schedule is
used. Where SF 1012 is not used,
an ab bre via tion of the no ta tion
“Travel Ad vance per Authori za -
tion No., Dated” will be en tered in
the voucher number col umn of the
voucher- schedule.  When this pro -
ce dure is fol lowed, the travel ad -
vance item on the voucher-
 schedule will not be sup ported by a 
ba sic voucher, but in stead by a
copy of the travel authori za tion.
Where the travel ad vance pay ment
is to be made by an im prest fund
cash ier, the trav eler will sub mit a
prop erly ap proved SF 1012, or SF
1038 “Ad vance of Funds Ap pli ca -
tion and Ac count” to the cash ier
for the ad vance pay ment (I TFM 4-
 3000).

Sec tion 2060 - Pay ments
From SF 1166- EDP,
Voucher and Sched ule of
Pay ments

2060.10 - General

The Treas ury Elec tronic Cer ti -
fi ca tion Sys tem (ECS) is the pre -
ferred method of cer ti fi ca tion.
How ever, when it is not avail able,
SF 1166- EDP may be used to cer -
tify pay ment data sub mit ted on
mag netic tape.  SF 1166- EDP is a
com puter gen er ated fac sim ile of
the SF 1166, gen er ated via agency
com puter pro grams.  The pro vi -
sions in sec tion 2055 gen er ally ap -
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ply to the SF 1166- EDP.  How ever, 
the SF 1166- EDP is lim ited to such 
data as tape reel number, pay ment
vol ume, amount, and cer ti fi ca tion.
In di vid ual pay ment data for pay -
ment in scrip tion are not to be in -
cluded.

SF 1166- EDP must be cer ti fied
by an author ized cer ti fy ing of fi cer
to the ef fect that pay ment is proper
from the ap pro pria tions shown
thereon.  A de scrip tion of the in for -
ma tion to be re ported on the SF
1166- EDP is in Ap pen dix 1.

2060.20 - Requests to
Submit Magnetic Tape
and/or SF 1166-EDP

Re quests to sub mit check- issue 
data on mag netic tape and/or SF
1166- EDP should be di rected to
the Chief Dis burs ing Of fi cer (see
Con tacts page).

2060.30 - Electronic
Submission of Payment
Data (Telecommunications)  

The Fi nan cial Man age ment
Serv ice main tains a wide area net -
work (WAN) to fa cili tate elec -
tronic trans mis sion (tele com mu ni -
ca tion) of data be tween all of the
Treas ury RFCs, the Fed eral Re -
serve Sys tem, and par tici pat ing
gov ern ment agen cies.  Agen cies
may elect to make con nec tions to
the FMS WAN for the pur pose of
es tab lish ing fa cili ties for elec -
tronic trans mis sion of pay ment
and other data be tween the agency
and the RFCs.  Use of the Treas ury
Elec tronic Cer ti fi ca tion Sys tem,
for cer ti fi ca tion of pay ment data
sub mit ted via tele com mu ni ca tion,
is a pre req ui site to es tab lish ment
of FMS WAN con nec tions.  Re -
quests to es tab lish con nec tions to
the FMS WAN and ini ti ate elec -
tronic trans mis sions should be di -
rected to the Chief Dis burs ing Of -
fi cer (see Con tacts page).

Sec tion 2065 - For eign
Cur rency Pay ments

2065.10 - Purpose

This sec tion pro vides in struc -
tions to agen cies that em ploy their
own author ized cer ti fy ing of fi cers
when re quest ing the dis burse ment
of pay ments billed in for eign cur -
rency from a do mes tic lo ca tion.

2065.20 - Disbursing
Authority

The De part ment of the Treas -
ury has dele gated the author ity to
dis burse for eign cur rency pay -
ments to U.S. Dis burs ing Of fi cers
of the De part ment of State.  Any
agency of the U.S. Gov ern ment
may util ize the dis burs ing serv ice
pro vided by U.S. Dis burs ing Of fi -
cers for pay ment of an ob li ga tion
in a for eign cur rency.

2065.30 - Disbursements in
Foreign Currency

In or der for an agency to re -
quest a dis burse ment in for eign
cur rency, an FMS 210 form cov er -
ing each des ig nated cer ti fy ing of fi -
cer must be on file at the Fi nan cial
Man age ment Serv ice, as re quired
in I TFM 4- 1100.

The agency will sub mit a re -
quest for dis burse ment of for eign
cur rency, us ing an SF 1166,
“Voucher and Sched ule of Pay -
ments.”  All do mes ti cally origi -
nated SF 1166 sched ules for pay -
ment made pay able in for eign cur -
rency must be sent to:

Kan sas City Fi nan cial Cen ter
(KFC)
At ten tion:  Spe cial Op era -
tions/CAS
P.O. Box 7528- 0228
Kan sas City, MO  64116- 0228

Only the Kan sas City Fi nan cial
Cen ter (KFC) will pro cess SF
1166 for pay ment in for eign cur -
rency.  To meet the ti me frames es -

tab lished by the Prompt Pay ment
Act, an SF 1166 sched uled for pay -
ment in for eign cur rency must be
sent by the agency so as to be re -
ceived by the Kan sas City Fi nan -
cial Cen ter 20 days prior to the
pay ment date in di cated on the SF
1166.  Af ter the KFC veri fies that
the sig na ture of the cer ti fy ing of fi -
cer on the SF 1166 matches with
the sig na ture pro vided on the FMS
210 form on file, the KFC will pro -
cess the SF 1166 for pay ment.  The
KFC will pro cess the SF 1166
within the nor mal 24- hour ti me -
frame.

Agen cies will re port a charge
on their SF 224 for their do mes ti -
cally origi nated for eign cur rency
pay ments to the re lated ap pro pria -
tion as they are con firmed on
GOALS by the KFC with a code of
“X.”  The De part ment of State will
no longer pro vide con fir ma tion of
do mes ti cally origi nated for eign
cur rency dis burse ments or charge
an agency ap pro pria tion for those
dis burse ments on the SF 1221,
“State ment of Trans ac tions.”  

2065.40 - Scheduling SF
1166 for Foreign Currency
Payments 

Gen eral.  Each SF 1166 should 
con tain pay ments for only one type 
of for eign cur rency.  When more
than one pay ment is be ing made in
a given cur rency, list as many pay -
ees as pos si ble on each SF 1166.
Agen cies should use the SF 1166
to sup ply the KFC with the fol low -
ing in for ma tion to ini ti ate a wire or
check pay ment:

Wire Pay ment

(a)  S.W.I.F.T. Code (op tional,
pro vide only if avail able)

(b)  Payee Name

(c)  Bank Iden ti fier Num ber

(d)  Bank Name

(e)  Bank Ad dress

(f)  Bank Ac count Num ber

(g)  Cur rency Type
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(h)  Amount

(i)  In voice In for ma tion

Check Pay ment

(a)  Payee Name

(b)  Payee Ad dress

(c)  Cur rency Type

(d)  Amount

(e)  In voice In for ma tion

If a payee agrees to the re ceipt
of a wire pay ment in stead of a
check, agen cies should com plete a
sepa rate SF 1166 and an no tate it to
in di cate that a “WIRE PAY -
MENT” is re quested, along with
sup ply ing the above data needed to 
ac com plish the wire pay ment.
Agen cies can re ceive de tailed in -
struc tions on how to com plete the
SF 1166 by con tact ing the KFC,
Spe cial  Op era t ions/CAS a t
(816)414- 2100.  An in di vid ual SF
1166 may con tain ei ther wire pay -
ments or check pay ments, but not
both.  Sepa rate SF 1166s are re -
quired for each type of pay ment.

In ad di tion to these pro ce dures, 
Ap pen dix  2 to this chap ter has de -
tailed in struc tions on sched ul ing
the SF 1166 for pay ment in for eign
cur rency when: (1) the for eign cur -
rency amount is known, (2) the for -
eign cur rency amount is not known 
and there fore the U.S. dol lar
equiva lent is pro vided, (3) when
the amount pay able is lim ited by
law, and there fore  the U.S. dol lar
equiva lent not to be ex ceeded is
pro vided, and (4) the cur rency
billed is con sid ered ex cess or near-
 excess BUT the amount must be
paid in U.S. dol lars.

Ex press  ing Pay ment
Amount.  To pre clude the dis -
burse ment of a pay ment in an er ro -
ne ous amount, en sure that the
amount billed on the in voice is the
same amount that is pro vided on
the SF 1166. 

All for eign cur rency pay ment
amounts should con tain a deci mal
point,  ex cept for:  Japa nese Yen,

Ko rean Won, In do ne sian Ru piah,
and Greek Drach mas.  (For ex am -
ple, for those coun tries listed
above, 5000.95 is to be sched uled
as 500095, ex cept for Greek
Drach mas which should be ex -
pressed as a whole number, and
there fore should be sched uled as
5000.)

Pay ments Re quir ing U.S.
Dol lars.  Pay ments should be
sched uled in the for eign cur rency
billed un less the cur rency is: (1)
des tined for a re stricted cur rency
coun try, or (2) Pana ma nian Bal -
boas (“Pana ma nian Bal boas” are
U.S. dol lars), which would in stead
re quire the pay ments to be sched -
uled in U.S. dol lars.

Note:  In some coun tries the
for eign ex change con trol
regu la tions pro hibit lo cal ex -
port ers from re ceiv ing or ac -
cept ing pay ment in lo cal cur -
rency for pur chase of items to
be ex ported.  Agen cies should
there fore de ter mine in ad -
vance from the ven dors if pay -
ment may be made in their lo -
cal cur rency prior to sched ul -
ing the pay ments.  

Pay ments Re quir ing For eign
Cur rency.  If pay ments are billed
in U.S. dol lars to a for eign coun try
that is con sid ered an ex cess or
near- excess cur rency coun try, then 
pay ment should be sched uled in
that for eign cur rency in stead.  Al -
though, if there is a rea son for pay -
ment in dol lars, then the cer ti fy ing
of fi cer must in di cate on the SF
1166 that the “amount must be paid 
in U.S. dol lars.” 

Note:  Agen cies are no ti fied of 
those coun tries where the sup -
plies of cur rency are in ex cess
or near ex cess of the U.S.
Gov ern ment’s nor mal re quire -
ments through Of fice of Man -
age ment and Budget Bul le tins
sent to heads of ex ecu tive de -
part ments and es tab lish ments.

2065.50 - Rejection of an SF
1166

The Treas ury RFC may re ject
an SF 1166 if:  (1) the sig na ture on
the SF 1166 does not match the sig -
na ture on the FMS 210 form on
file, and (2) for eign cur rency
amounts are not prop erly ex -
pressed.

The De part ment of State U.S.
Dis burs ing Of fi cer may re ject an
SF 1166 if a valid ap pro pria tion is
not shown on the voucher.

2065.60 - Receiving Check-
Issue Information

State De part ment U.S. Dis -
burs ing Of fi cers will mail re ports
pro vid ing in for ma tion on for eign
cur rency pay ments dis bursed, to
the ad dress of the Agency Lo ca -
tion Code (ALC) as pro vided on
the SF 1166, by the 10th of the
month fol low ing the month that
the for eign cur rency pay ments
were dis bursed.  These re ports in -
clude the SF 1221, “State ment of
Trans ac tions Ac cord ing to Ap pro -
pria tions, Funds, and Re ceipt Ac -
counts,” which pro vides sum mary
charges to ap pro pria tions us ing the 
U.S. dol lar equiva lent of the pay -
ments dis bursed, and the Voucher
Audi tor’s De tail Re port (VADR),
which pro vides de tailed in for ma -
tion (in clud ing check number,
amount, is sue date) on each pay -
ment dis bursed.  

Since the U.S. Dis burs ing Of fi -
cers of the De part ment of State re -
port the U.S. dol lar equiva lent of
the for eign cur rency pay ments dis -
bursed on an SF 1221, agen cies do
not re port these dis burse ments on
their SF 224, “State ment of Trans -
ac tions Ac cord ing to Ap pro pria -
tions, Funds, and Re ceipt Ac -
counts.”  

Sec tion 2070 - Fur nish ing
of En clo sures or In serts
With Treas ury Checks
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2070.10 - Instructions
Pertaining to Enclosures for
Check Identification
Purposes

The in voice num bers or other
iden ti fy ing num bers shown on the
pay ee’s bill ing form and the iden ti -
fi ca tion of the agency mak ing the
pay ment will be shown on the
check at least two lines be low the
ad dress.  The RFC will is sue the
check di rectly from the in for ma -
tion shown on the voucher-
 schedule as fol lows:

XYZ Com pany

1581 Vine Street

Wash ing ton, DC 20015

*DOE INV NOS 1856; 1858;
1920

A maxi mum of 6 inches of
writ ing space (that is, two 3- inch
lines) be low the three lines re -
quired for the pay ee’s name and
ad dress is avail able for check iden -
ti fi ca tion in for ma tion.  How ever,
this method of check iden ti fi ca tion 
should not be adopted un til an
agree ment is reached, in writ ing,
by the agency and ven dors or pay -
ees con cern ing the ex act ref er -
ences re quired on the check.  In the
ab sence of such an agree ment,
check iden ti fi ca tion in for ma tion
will not be shown on the voucher-
 schedules.

2070.20 - Instructions
Pertaining to Inserts
Enclosed with Treasury
Checks

Agen cies sub mit ting re quests
for in serts to be en closed with
Treas ury checks must ad here to the 
in struc tions in the fol low ing para -
graphs and the in struc tions in Ap -
pen dix 3, con cern ing in sert speci -
fi ca tions and ship ping ad dresses
for in sert de liv ery. Ap proval will
be granted only for pro gram re -
lated in serts printed on tabu lat ing
cards.  The mes sage to be con -
veyed should be writ ten in gen eral

terms so that the match ing of in -
serts with spe cific checks is not re -
quired.  It is the pri mary re spon si -
bil ity of the agency to de ter mine
whether in serts are ap pro pri ate and 
pro gram re lated.  The Chief Dis -
burs ing Of fi cer re tains fi nal
author ity on the lan guage and con -
tent of all in serts en closed with
Treas ury checks.

To avoid un nec es sary ex -
penses, Chief Dis burs ing Of fi cer
ap proval should be ob tained prior
to en ter ing print ing con tracts.  Any 
ques tions or prob lems con cern ing
in serts should be re ferred to the
Chief Dis burs ing Of fi cer, At ten -
tion:  Ad min is tra tive Serv ices
Branch (see Con tacts page).

 If en clo sure is ap proved, the
Chief Dis burs ing Of fi cer may re -
quire re im burse ment for ex penses
in volved in pre par ing and mail ing
to pay ment re cipi ents en rolled in
the di rect de posit pro gram.  Pay -
ment of post age to the U.S. Postal
Serv ice for these mail ings is the re -
spon si bil ity of the re quest ing
agen cies.

As a less costly al ter na tive, to
in serts, FMS of fers the abil ity to
print mes sages on the back of en -
ve lopes used to mail Treas ury
checks.  (For fur ther in for ma tion,
con tact the Ad min is tra tive Serv -
ices Branch - See Con tacts page.)

2070.30 - In struc tions for
Re quest ing En clo sure of
Pro gram In serts

Pro gram agen cies de sir ing en -
clo sure of in serts must sub mit the
re quests suf fi ciently in ad vance of
de liv ery of check is sue data to al -
low for ap proval ac tion, to stock
en clo sure sup plies, and to make
com puter pro gram changes when
nec es sary.  Nor mally, sub mis sion
of re quests 6 weeks prior to de liv -
ery of check is sue data is suf fi -
cient, with ear lier sub mis sion if
pro gram ming changes are re -
quired.

Let ters of re quest must pro vide
a sam ple of the in sert or a fac sim ile 
if a sam ple is not avail able, and
must in clude the fol low ing in for -
ma tion: (1) pro posed en clo sure
num bers and ti tles; (2) type and
size of en clo sure; (3) date of
checks; (4) class of pay ment; (5)
Re gional Fi nan cial Cen ters in -
volved; (6) vol ume at each Re -
gional Fi nan cial Cen ter (vol umes
should cor re spond to cur rent pay -
ment fig ures, plus an ad di tional 5
per cent over age to cover spoil age); 
(7) to tal vol ume of en clo sures; (8)
de liv ery date; and (9) spe cial en -
clos ing in struc tions.

When an ac tual sam ple of the
check in sert is not pro vided with
the re quest, any ap proval will be
con di tional on in serts meet ing the
speci fi ca tions as pre scribed in this
re lease.

All pro posed in serts must now
con tain the state ment, “Any ques -
tions or in quir ies con cern ing the
con tent of this in sert should be di -
rected to (agency name/of  -
fice/phone).”

In sert re quests must be sub mit -
ted to the Chief Dis burs ing Of fi cer
for ap proval of both con tent and
speci fi ca tions (see Con tacts page).

Sec tion 2075 - Re stricted
De liv ery of Checks 

2075.10 - General Procedure

Agen cies will not draw checks
or war rants in tended for de liv ery
in the re stricted coun tries des ig -
nated in 31 CFR 211 and listed in
Ap pen dix 4.  In place of draw ing a
check or war rant, which would be
with held un der 31 CFR 211, the
drawer agency will with hold pay -
ment and will es tab lish the li abil ity 
on its books.

From time to time the Sec re tary 
of the Treas ury or his/her des ig nee, 
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the Fis cal As sis tant Sec re tary
(Treas ury De part ment Or der No.
101-5, dated De cem ber 21, 1981),
will tem po rar ily with hold checks
to cer tain coun tries with out pub li -
ca tion of the name of the coun try in 
31 CFR 211 or in clud ing it in Ap -
pen dix.  In these in stances, the im -
po si tion of the re stric tion will be
com mu ni cated di rectly to the af -
fected agen cies.  Tem po rary with -
hold ings are nor mally due to con -
di tions within the coun try, such as
natu ral dis as ters, po liti cal up -
heaval, postal dis rup tion, or lack of 
U.S. dip lo matic rep re sen ta tion,
which make it doubt ful that checks
will reach the pay ees.

Ex cep tions:  The pro vi sions of
31 CFR 211 do not ap ply to pay -
ments to for eign gov ern ments, nor
to checks or war rants is sued in
pay ment of sala ries or wages or for
goods or serv ices pur chased by the
U.S. Gov ern ment in for eign coun -
tries, un less the pay ments are sub -
ject to the regu la tions of Treas -
ury’s Of fice of For eign As sets
Con trol ref er enced in Ap pen dix 5.

2075.20 - Reports

Re ports, con tain ing the in for -
ma tion re quired in 31 U.S.C. 3329, 
may be re quested by Re gional Op -
era tions from time to time for pay -
ments with held (1) un der both the
For eign As sets Con trol regu la tions 
listed in Ap pen dix 5 and the de ter -
mi na tion of the Sec re tary of the
Treas ury un der 31 CFR 211 or (2)
solely ac cord ing to any such
author ity.

2075.30 - Claims for the
Release of Withheld Checks
or for the Proceeds Thereof

Claims for pro ceeds with held
shall be proc essed by the ad min is -
tra tive agency re spon si ble for
origi nally author iz ing is su ance of
those pro ceeds.

Pay ment With held on Agen -
cy’s Books.  If the drawer agency

has with held pay ment on its books, 
in place of draw ing a check or war -
rant, that agency will ar range for
the is su ance of a check and will de -
crease the re spec tive li abil ity on its 
books.

Pay ment De pos ited With the
Fi nan cial Man age ment Serv ice
(FMS). If the pro ceeds of with held 
checks were on de posit prior to
April 1976 and are still on de posit
with FMS in de posit fund ac count
20X6048 “Pro ceeds of With held
For eign Checks,” ad min is tra tive
agen cies will sub mit re quests for
pay ment with the rec om men da tion 
on such pay ment to FMS (see Con -
tacts page).

Sec tion 2080 - Des ig nat -
ing Agents to Re ceive
Sal ary Checks

2080.10 - General

Agen cies are en cour aged to
have their pay roll checks mailed to
home ad dresses or elect to re ceive
the Di rect De posit/ Elec tronic
Funds Trans fer to their bank.  Ad -
di tion ally, the Debt Man age -
ment Col lec tion Im prove ment
Act of 1996, re quires that all
pay ments be is sued elec troni -
cally by cal en dar year 1999.  The
Chief Dis burs ing Of fi cer may,
upon re quest, dele gate to em ploy -
ees of other agen cies that part of its
func tion in volv ing dis tri bu tion and 
de liv ery of checks to the re spec tive 
re cipi ents.  Pol icy and pro ce dures
for des ig na tion and revo ca tion of
Des ig nated Agent to Re ceive and
De liver Checks are pro vided in I
TFM 4- 1100.

U.S. Sav ings Bonds are no
longer printed by Treas ury.  This
serv ice has been trans ferred to the
Fed eral Re serve Bank (FRB) of
Cleve land, Pitts burgh Branch.
There fore, any re quest for des ig -
nated agent de liv ery of U.S. Sav -
ings Bonds must be di rected to that
in sti tu tion. (Ref er ence I TFM 3-
 6000.)

2080.20 - Requirements
Applicable to Designated
Agents

In the in ter est of in ter nal con -
trol, no per son or po si tion hav ing
du ties of a Cer ti fy ing Of fi cer or
oth er wise di rectly or in di rectly in -
volved in the prepa ra tion of pay -
rolls or voucher- schedules may be
des ig nated as an agent.  Agen cies
will be re spon si ble for pre vent ing
rec om men da tion ac tions for such
per sons or po si tions. The Chief
Dis burs ing Of fi cer is, how ever,
author ized to con sid er a re quest for 
waiver of this re quire ment in un -
usual cir cum stances where sepa ra -
tion of du ties may not be pos si ble.
In this in stance, the Chief Dis burs -
ing Of fi cer should be no ti fied of
the rea sons for such a re quest.

It is not nec es sary for the des ig -
nated agent to send a re ceipt to the
Dis burs ing Of fi cer when checks
are re ceived, as long as the des ig -
nated agent is em ployed in the ad -
min is tra tive of fice or the dele ga -
tion is still ef fec tive.  If the checks
bear is sue dates, which are pre de -
ter mined ac cord ing to a time
sched ule, they will not be de liv -
ered to the payee prior to the sched -
uled pay ment date.  A des ig nated
agent may mail em ploy ees’ sal ary
checks to an ad dress speci fied by
the em ployee on a tem po rary ba sis
due to the em ployee be ing in
travel, sick, or an nual leave status.
How ever, des ig nated agents will
not mail checks to pay ees on a con -
tinu ing ba sis.

2080.30 - Pick Up of Checks
by Authorized Messengers

Agen cies may author ize mes -
sen gers to pick up checks at Treas -
ury RFC upon ap proval of the Dis -
burs ing Of fi cer.  Mes sen gers may
be gov ern ment em ploy ees or com -
mer cial cou rier serv ice per son nel.
Agen cies will des ig nate in writ ing
to the RFC the name of the gov ern -
ment or com mer cial cou rier em -
ployee who will act as the mes sen -
ger and will pro vide the re quired
speci men sig na ture of the mes sen -
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ger.  Des ig na tions of com mer cial
cou ri ers must also spec ify the
com mer cial cou ri er’s cor po rate
name and cer tify that each em -
ployee act ing as a cou rier is
bonded for  a  mini  mum of
$2,000,000.

An agency may re quire higher
bond ing to cor re spond to the dol lar 
value of check pay ments to be
trans ported.  An agen cy’s con tract
with a com mer cial cou rier serv ice
must stipu late that the cou rier will

be li able for any loss to the gov ern -
ment due to the mis han dling of
Treas ury checks while such se cu ri -
ties are en trusted to their pos ses -
sion.  In the case of loss, it will be
the re spon si bil ity of the agency to
ag gres sively pur sue all avail able
reme dies against the com mer cial
cou rier serv ice.

Agency authori za tions for
mes sen gers to pick up checks will
re main in ef fect un til the Treas ury

RFC is ad vised in writ ing that such
authori za tion is re voked.

In stead of hav ing sal ary checks
re leased to a des ig nated agent for
dis tri bu tion to em ploy ees, agen -
cies should en cour age their em -
ploy ees to have their net pay re mit -
ted regu larly to the fi nan cial or -
gani za tions of their choice for
credit to their ac counts (I TFM 3-
 8000), in com pli ance with the
man da tory EFT pro vi sions of the
Debt Col lec tion Im prove ment Act
of 1996.
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CONTACTS
In quir ies con cern ing this chap ter should be di rected to:

Chief Dis burs ing Of fi cer
Fi nan cial Man age ment Serv ice
De part ment of the Treas ury
Lib erty Cen ter, Room 335
401 14th Street, SW.
Wash ing ton, DC 20227
Tele phone (202)874- 6800

Point of con tact for Emer gency Dis burs ing Serv ices:

Fi nan cial Man age ment Serv ice
Dis burse ment Man age ment Di vi sion
Emer gency Dis burs ing Man ager
Lib erty Cen ter, Room 335
401 14th Street, SW.
Wash ing ton, DC  20227
Tele phone (202)874- 6820

Point of con tact for sub mis sion of “Pro ceeds of With held For eign
Checks”:

Fi nance Di vi sion
Fi nan cial Man age ment Serv ice
De part ment of the Treas ury
Lib erty Cen ter, Room 257
401 14th Street, SW.
Wash ing ton, DC 20227
Tele phone (202)874- 7110
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Point of Con tact for re quests to sub mit elec tronic pay ment files
and/or mag netic pay ment tapes un der Com puter Speci fi ca tions Se ries
No. 19 (CPSS 19):

Dis burse ment Man age ment Di vi sion,
Re gional Op era tions
Fi nan cial Man age ment Serv ice
De part ment of the Treas ury
Lib erty Cen ter, Room 335
401 14th Street, SW.
Wash ing ton, DC 20227
Tele phone (202)874- 6800

Point of Con tact for check in sert in for ma tion and ques tions:

Ad min is tra tive Serv ices Branch
Re gional Op era tions
Fi nan cial Man age ment Serv ice
De part ment of the Treas ury
Lib erty Cen ter, Room 358
401 14th Street, SW.
Wash ing ton, DC 20227
(202)874- 6932
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Con tact in for ma tion for the Treas ury Re gional Fi nan cial Cen ters
(RFCs) is as fol lows:

Aus tin Fi nan cial Cen ter (AFC)
1619 E. Wood ward Street
Aus tin, TX  78741

Mail ing Ad dress:
P.O. Box 149058
Aus tin, TX  78714- 9058
Phone (512) 342- 7200

Bir ming ham Fi nan cial Cen ter (BFC)
190 Vul can Road
Bir ming ham, AL  35209

Mail ing Ad dress:
P.O. Box 2451
Bir ming ham, AL  35201- 2451
Phone (205)912- 6100

Chi cago Fi nan cial Cen ter (CFC)
536 S. Clark Street
Chi cago, IL  60605

Mail ing Ad dress:
P.O. Box 8670
Chi cago, IL  60680- 8670
Phone (312)353- 2364

Kan sas City Fi nan cial Cen ter (KFC)
4241 NE 34th Street
Kan sas City, MO  64117

Mail ing Ad dress:
P.O. Box 12599
Kan sas City, MO  64116- 0599
Phone (816)414- 2000

Phila del phia Fi nan cial Cen ter (PFC)
13000 Town send Road
Phila del phia, PA  19154

Mail ing Ad dress:
P.O. Box 8676
Phila del phia, PA  19101- 8676
Phone (215)516- 8000
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San Fran cisco Fi nan cial Cen ter (SFC)
390 Main Street
San Fran cisco, CA  94105

Mail ing Ad dress:
P.O. Box 193858
San Fran cisco, CA  94119- 3858
Phone (415)744- 7433
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APPENDICES LISTING

App. No. Form Title

1 SF 1166 Voucher and Schedule of Payments

SF 1167 Voucher and Schedule of Payments (Continuation Sheet)

SF 1166-EDP Print Layout SF 1166-EDP Voucher and Schedule of Payments
(Computer-generated)

2 SF 1166 Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 Scheduled for Payment in Foreign
Currency

SF 1166 Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 Scheduled for Payment When the
Precise Equivalent to be Paid in Foreign Currency is Not Known

SF 1166 Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 Scheduled for Payment to a Payee
in an Excess or Near-Excess Currency Country When Payment Must be Made in
U.S. Dollars

SF 1166 Voucher and Schedule of Payments

Explanation of Items to be Reported on SF 1166 Scheduled for Payment When the
Amount Payable in Foreign Currency is Limited by Law

3 Insert Specifications, Packing, and Shipping Instructions for Tabulating Cards

4 List of Restricted Countries Designated in 31 CFR Part 211

5 List of Foreign Assets Control Regulations Referenced in 31 CFR Part 211
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DEPARTMENT OR ESTABLISHMENT
BUREAU OR OFFICE
LOCATION OF TRANSMITTING OFFICE

D.O. VOU. NO. (TRANSP)

PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE AUTHORIZED CERTIFYING OFFICER

APPROPRIATION SUMMARY

ALIGN AREA ALIGN AREA
FONT SHEET OF AGENCY STATION NO. SCHEDULE NUMBER FOR D.O. USE ONLY

P D O SUFFIX

PAID BY

GRAND TOTAL NO-CHECK TOTAL
PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.

5
4
3
2
1
0

D.O. CHECK
NUMBERS

BEGINNING BEGINNINGENDING ENDING

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

SF 1166
4 TFM 4-2000 (Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS
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DEPARTMENT OR ESTABLISHMENT
BUREAU OR OFFICE
LOCATION OF TRANSMITTING OFFICE

5
4
3
2
1
0

SF 1167
4 TFM 4-2000 (Rev. 5-84)
1167-424

VOUCHER AND SCHEDULE OF PAYMENTS
(CONTINUATION SHEET)

ALIGN AREA ALIGN AREA

FONT SHEET OF AGENCY STATION NO. SCHEDULE NO.

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.
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PRINT FORMAT REQUIREMENTS FOR COMPUTER
GENERATED SF 1166-EDP

Agency SF 1166 certifications generated by computer equipment in support of magnetic tape
payment input media must adhere to the requirements stated.

(1) The print layout of the SF 1166 is to be followed as closely as possible.  These forms are
designed for 10 characters to the inch printers using a maximum of 75 positions or 7 1/2 inches
and 8 1/2-inch-wide stock paper.

(2) The first line of print should be spaced 3/4 inch from the top of the page.

(3) The dimensions of the forms will not be more than 8 1/2 by 11 inches.

(4) Agencies are to comply with the procedures prescribed in I TFM 4-2060 in preparing SF
1166-EDP.  All copies of the original form that are to be distributed should be legible.
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DEPARTMENT OR ESTABLISHMENT

LOCATION OF TRANSMITTING OFFICE

D.O. VOU. NO. (TRANSP)

PURSUANT TO AUTHORITY VESTED IN ME, I CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOR
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE AUTHORIZED CERTIFYING OFFICER
APPROPRIATION SUMMARY

ALIGN AREA ALIGN AREA

FONT SHEET OF AGENCY STATION NO. SCHEDULE NUMBER FOR D.O. USE ONLY

P D O SUFFIX

PAID BY

GRAND TOTAL NO-CHECK TOTAL

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.

5
4
3
2
1
0

D.O. CHECK
NUMBERS

BEGINNING BEGINNINGENDING ENDING

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

SF 1166
4 TFM 4-2000
(Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS

BUREAU OR OFFICE

HEALTH & HUMAN SERVICES

PUBLIC HEALTH SERVICE HOSPITAL
BALTIMORE MD 21211

5/1/97

JOHN H. DOE (202)922-1220

XX XX

PAYABLE IN FOREIGN CURRENCY ENGLISH POUNDS

WM DAWSON & SONS LTS
FOLKSTONE KENT CT  19 5 EE
*PHS CHARGE SLIP NO

SOCIETY OF CHEMICAL
PUBLICATIONS DEPT
LONDON SW  1 ENGLAND

ACADEMY PRESS INC LTD
BERKLEY SQUARE
*INV REP 130

CANNON HOUSE
ENGLAND
509 X 7958

INDUSTRY
14 BELGRADE SQUARE
*INV BB15878

BERKLEY SQUARE HOUSE
LONDON SW 1 ENGLAND

25.00

 9.75

 5.73

11 1 1 75030323 23467
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FORM SF 1166 
EXPLANATION OF ITEMS TO BE REPORTED ON SF 1166 

SCHEDULED FOR PAYMENT IN FOREIGN CURRENCY

If the invoice indicates payment in foreign currency, it must be scheduled in foreign currency.  

1. APPROPRIATION SUMMARY.   Insert the appropriation symbols and the amounts
payable in foreign currency that apply to each appropriation symbol.  Type the name, and the
area code and telephone number of the certifying officer above the appropriation information
inserted.

2. PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION.   Type the heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and address column, avoiding the preprinted brackets and preceding the
listing of the names and addresses of the individual payees.

3. AMOUNT.   Show the type of currency at the top of the amount column; for example,
English Pounds, French Francs, etc.  The individual amounts due to each payee expressed in
foreign currency will be recorded in the amount column opposite the name of the payee.  Use
decimal points in foreign currency amounts (with the exceptions of those currencies
referenced in I TFM 2080.40b).  Dollar signs may not be substituted for foreign currency
symbols.

4. SIGNATURE OF CERTIFYING OFFICER.   Any changes on the SF 1166 must be
initialed by the certifying officer.



DEPARTMENT OR ESTABLISHMENT

LOCATION OF TRANSMITTING OFFICE

D.O. VOU. NO. (TRANSP)

PURSUANT TO AUTHORITY VESTED IN ME, I CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOR
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE AUTHORIZED CERTIFYING OFFICER
APPROPRIATION SUMMARY

ALIGN AREA ALIGN AREA

FONT SHEET OF AGENCY STATION NO. SCHEDULE NUMBER FOR D.O. USE ONLY

P D O SUFFIX

PAID BY

GRAND TOTAL NO-CHECK TOTAL

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.

5
4
3
2
1
0

D.O. CHECK
NUMBERS

BEGINNING BEGINNINGENDING ENDING

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

SF 1166
4 TFM 4-2000
(Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS

BUREAU OR OFFICE

HEALTH & HUMAN SERVICES

PUBLIC HEALTH SERVICE HOSPITAL
BALTIMORE MD 21211

5/1/97

JOHN H. DOE (202)922-1220

XX XX

PAYABLE IN FOREIGN CURRENCY
ENGLISH POUNDS

WM DAWSON & SONS LTS
FOLKSTONE KENT CT  19 5 EE
*PHS CHARGE SLIP NO

SOCIETY OF CHEMICAL
PUBLICATIONS DEPT
LONDON SW  1 ENGLAND

ACADEMY PRESS INC LTD
BERKLEY SQUARE
*INV REP 130

CANNON HOUSE
ENGLAND
509 X 7958

INDUSTRY
14 BELGRADE SQUARE
*INV BB15878

BERKLEY SQUARE HOUSE
LONDON SW 1 ENGLAND

25.00

 9.75

 5.73

11 1 1 75030323 23467

USE
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FORM SF 1166 
EXPLANATION OF ITEMS TO BE REPORTED ON SF 1166

 
SCHEDULED FOR PAYMENT WHEN THE PRECISE EQUIVALENT TO BE PAID

IN FOREIGN CURRENCY  IS NOT KNOWN

If the invoice indicates payment in foreign currency, it must be scheduled in foreign currency. 
When the precise equivalent amount to be paid in foreign currency is not known, the
"Appropriation Summary" block and the "Amount" column should indicate that the U.S dollar
equivalent (USE) is provided.  The foreign currency amount will be determined by the U.S.
Disbursing Officer using the rate of exchange on the date of payment. 

1. APPROPRIATION SUMMARY.   Insert the appropriation symbols and the U.S. dollar
equivalent amounts that apply to each appropriation symbol.  Type the name, and the area
code and telephone number of the certifying officer above the appropriation information
inserted.

2. PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION.   Type the heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and address column, avoiding the preprinted brackets and preceding the
listing of the names and addresses of the individual payees.

3. AMOUNT.    Show the U.S. dollar equivalent (USE) amounts and indicate the type of
currency to be paid at the top of the amount column; for example, USE English Pounds, USE
French Francs, etc.  The individual amounts due to each payee expressed in the U.S. dollar
equivalent will be recorded in the amount column opposite the name of the payee.  Use
decimal points in expressing the USE amounts.

4. SIGNATURE OF CERTIFYING OFFICER.   Any changes on the SF 1166 must be
initialed by the certifying officer.



DEPARTMENT OR ESTABLISHMENT

LOCATION OF TRANSMITTING OFFICE

D.O. VOU. NO. (TRANSP)

PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE AUTHORIZED CERTIFYING OFFICER

APPROPRIATION SUMMARY

ALIGN AREA ALIGN AREA

FONTSHEET OF AGENCY STATION NO. SCHEDULE NUMBER FOR D.O. USE ONLY

P D O SUFFIX

PAID BY

GRAND TOTAL NO-CHECK TOTAL

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.

5
4
3
2
1
0

D.O. CHECK
NUMBERS

BEGINNING BEGINNINGENDING ENDING

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

SF 1166
4 TFM 4-2000
(Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS

BUREAU OR OFFICE

ENVIORNMENTAL PROTECTION AGENCY

DIVISION OF FINANCIAL MANAGEMENT
WASHINGTON DC  20460

5/1/97

JOHN H. DOE (202)922-1220

XX XX

[AMOUNT MUST BE PAID IN U.S. DOLLARS]

KALL KWIK INC YUGOSLAVIA 902 51286.24

11 1 1 75030323 23467

*
NO HEADING IS USED IF THE BILLING DOCUMENT IS
STATED IN U.S. DOLLARS FOR PAYMENT IN A COUNTRY NOT
LISTED BY OMB AS AN EXCESS OR NEAR-EXCESS FOREIGN
CURRENCY COUNTRY
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FORM SF 1166 
EXPLANATION OF ITEMS TO BE REPORTED ON SF 1166

 
SCHEDULED FOR PAYMENT TO A PAYEE 

IN AN EXCESS OR NEAR-EXCESS CURRENCY COUNTRY
WHEN PAYMENT MUST BE MADE IN U.S. DOLLARS

If the invoice indicates payment in U.S. dollars to a payee located in a foreign country and the
country is listed by OMB as being an excess or near-excess currency country, it must be
scheduled for payment in foreign currency.  (See separate Appendix No. 2 instructions on (1)
preparation of SF 1166 scheduled for payment when the precise equivalent to be paid in foreign
currency is not known, or (2) preparation of SF 1166 scheduled for payment when the amount
payable in foreign currency is limited by law, whichever is applicable.)  If there is a reason for
payment in dollars, the authorized certifying officer must specify that the SF 1166 be paid in
dollars by typing the phrase "AMOUNT MUST BE PAID IN U.S. DOLLARS" at the top of the
name and address column preceding the listing of the names and addresses of the individual
payees.
  
1. APPROPRIATION SUMMARY.   Insert the appropriation symbols and the U.S. dollar

amounts that apply to each appropriation symbol.  Type the name, and the area code and
telephone number of the certifying officer above the appropriation information inserted.

2. PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION.   Type the heading, "AMOUNT MUST BE PAID IN U.S. DOLLARS"
at the top of the name and address column, avoiding the preprinted brackets and preceding the
listing of the names and addresses of the individual payees.

Note: No heading is used if the billing document is stated in U.S. dollars for payment in a
country not listed as an excess or near-excess foreign currency country.

3. AMOUNT.   Record the individual amounts due to each payee in the amount column opposite
the name of the payee.  Use decimal points in the USE amount.

4. SIGNATURE OF CERTIFYING OFFICER.   Any changes on the SF 1166 must be
initialed by the certifying officer.



DEPARTMENT OR ESTABLISHMENT

LOCATION OF TRANSMITTING OFFICE

D.O. VOU. NO. (TRANSP)

PURSUANT TO AUTHORITY VESTED IN ME, I CERTIFY THAT THE ITEMS LISTED HEREIN ARE CORRECT AND PROPER FOR
PAYMENT FROM THE APPROPRIATION (S) DESIGNATED HEREON OR ON SUPPORTING VOUCHERS.

DATE AUTHORIZED CERTIFYING OFFICER

APPROPRIATION SUMMARY

ALIGN AREA ALIGN AREA

FONT SHEET OF AGENCY STATION NO. SCHEDULE NUMBER FOR D.O. USE ONLY

P D O SUFFIX

PAID BY

GRAND TOTAL NO-CHECK TOTAL

PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NUMBER, OTHER IDENTIFICATION
LINES 1, 3, 5, AND 7                                                                                      LINES 2, 4, 6, AND 8 AMOUNT

NO
CHECK VOUCHER NO.

5
4
3
2
1
0

D.O. CHECK
NUMBERS

BEGINNING BEGINNINGENDING ENDING

USE FOR FIRST CHECK SERIAL RANGE USE FOR SECOND CHECK SERIAL RANGE IF APPLICABLE

SF 1166
4 TFM 4-2000
(Rev. 5-84)
1106-128

VOUCHER AND SCHEDULE OF PAYMENTS

BUREAU OR OFFICE

TREASURY

FINANCIAL MANAGEMENT SERVICE
WASHINGTON DC  20227

5/1/97

JOHN H. DOE (202)922-1220
                                          U.S. EQUIVALENT

                                                $2,476.02

XX XX

PAYABLE IN FOREIGN

NAVIERA AZNAR SA
PROVISIONALES

PLAZA ALFERENCES
2 BILBAO 1 SPAIN

2476.02

11 1 1 20180001 C361

CURRENCY USE
NOT TO EXCEED SPANISH
PESETAS
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FORM SF 1166 

EXPLANATION OF ITEMS TO BE REPORTED ON SF 1166 

SCHEDULED FOR PAYMENT WHEN THE AMOUNT PAYABLE 
IN FOREIGN CURRENCY IS LIMITED BY LAW

If the amount of a payment scheduled in foreign currency is limited by law, the "AMOUNT"
column and "APPROPRIATION SUMMARY" block should indicate the U.S. dollar equivalent
not to be exceeded.  The foreign currency amount will be determined by the U.S. Disbursing
Officer using the rate of exchange on the date of payment.   

1. APPROPRIATION SUMMARY.   Insert the appropriation symbols and the U.S. dollar
amounts not to be exceeded that apply to each appropriation symbol.  Type the name, and the
area code and telephone number of the certifying officer above the appropriation information
inserted.

2. PAYEE, AND IF NECESSARY, ADDRESS, INVOICE NO., OR OTHER
IDENTIFICATION.   Type the heading, "PAYABLE IN FOREIGN CURRENCY" at the
top of the name and address column, avoiding the preprinted brackets and preceding the
listing of the names and addresses of the individual payees.

3. AMOUNT.   Show that the amounts expressed are not to exceed the U.S. dollar equivalent
(USE), and indicate the type of currency to be paid at the top of the amount column; for
example, USE not to exceed English Pounds, USE not to exceed French Francs, etc.  The
individual amounts due to each payee expressed in the U.S. dollar equivalent will be recorded
in the amount column opposite the name of the payee.  Use decimal points in the USE
amounts.

4. SIGNATURE OF CERTIFYING OFFICER.   Any changes on the SF 1166 must be
initialed by the certifying officer.
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INSERT SPECIFICATIONS, PACKING AND SHIPPING
INSTRUCTIONS FOR TABULATING CARDS

A. Specifications

Specifications will adhere to those provided in Federal Specifications G- C-116f, Card;
Tabulating, when tested in accordance with paragraphs 4.3.3 through 4.4 of that specification. 
(Tabulating cards must be die cut to exact specifications.) Bids for these inserts should only be
accepted from "Tabulating Card Printers."

Length : 7.375 inches (variation plus or minus 0.005)
Width : 3.250 inches (variation + 0.007 - 0.003)
Paper : Standard tabulating card stock
Thickness : 0.0070 inches (variation plus or minus 0.0004) 
Weight : (24 by 36 - 1000) 198 plus or minus 5 percent
 Bursting Strength : 55 p.s.i. min.
Folding Endurance

Machine Direction : 100 double folds min.  
Cross Direction :  100 double folds min.

Tearing Resistance
Machine Direction : 125 gm. min.
Cross Direction : 125 gm. min.

Stiffness
Gurley Machine Direction : 1200 mg.  min.
Cross Direction : 500 mg.  min.

Smoothness Bekk
Wire : 40 - 100 seconds
Ash : 2.0 max.
Trim : Parallel sides 90 degrees angle plus or minus 05 minutes 
Grain : Long direction
Curl : Shall lie flat and free from wrinkles approximately 20 to 75 percent

relative humidity at approximately 69.8 - 77 degrees Fahrenheit

Cleanliness : Free from residual chemical, slime spots, carbon, etc.

Printing : Must be legible, without excess ink, and cause no embossing or distortion of the
card.  The ink must be nonconductive, nonabrasive, and nonblocking when dry,
and must not transfer to feed rolls, contact rolls, or brushes of Check Wrapping
Systems or inserting and sealing equipment.

Color : Cards will not be green and will not have green border stripes (cards to be
enclosed with Supplemental Security Income payments will not be gold or have
gold border stripes).

Inserts to be Mailed Without Checks:  Card inserts to be mailed without checks to direct
deposit enrollees or other recipients should be designed to allow appropriate space for printing of
the name and address, whenever possible, and include an upper left-hand corner cut.  This
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includes inserts when only a portion of the total number is to be mailed without checks.  The
cards must meet the following specifications:

(1) The upper left-hand corner of the side to be addressed must be cut.  The cut must be
1/4 inch by 30 degrees.

(2) The side to be addressed may only bear printing in the upper 3/4 inch and the lower
1/2 inch as shown in the example.

If inserts to be mailed without checks are not designed as indicated above, separate mailer cards
(provided by Treasury) are required, which increases costs for mailing the inserts.

B. Packing

General - Specifications will adhere to those provided in Federal Specification PPP-B-636h, Type
CF, class domestic.

Unit Containers - Cards will be packaged in corrugated unit containers of 2,000 card capacity. 
The cards must all face the same direction and tops of the cards must be toward the top of the
box.

2,000 Card Capacity Unit Container
Cartons - Five 2,000 card capacity cardboard unit containers will be packaged in each corrugated
shipping container.  All unit containers will face the same direction within the shipping carton. 
The unit containers will be placed in the cartons so that the cards lie flat on the bottom of the
cartons.

C. Shipping

Inserts must be shipped for receipt at the appropriate Regional Financial Center no later than 5
working days or no earlier than 3 weeks prior to delivery of payment data.  Shipments will not be
scheduled for receipt by the centers during the last 5 working days or the first working day of the
month.

D. Palletizing

 Shipping cartons will be delivered to the Regional Financial Centers on palets which must
conform to Federal Specifications NN-P-71-b, dated April 26, 1966, and any amendments
thereto.  Pallets must be Type III (four-way partial), flush assembled, non reversible, Size 2, (40
inches long by 84 inches wide), and made of Group II medium density wood or Group III high
density wood.  Shipping cartons will be packed flush to the corners of the pallet with no overhang
permitted at any edge.  The shipping cartons will be stacked so that the cards lie flat.  Pallet loads
shall consist of no more than 30 cartons (3 layers of 10 cartons each), with the height of the pallet
not to exceed 54 inches.  Supplier shall secure the shipping cartons onto the pallet by any of the
following methods:

(1) Stretch-wrap plastic.
(2) Shrink-wrap plastic.
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(3) Steel strapping over edge-protectors.
(4) Plastic or nylon strapping over edge-protectors.

SHIPPING ADDRESSES FOR INSERT DELIVERY

Shipping Address Telephone Number

Austin Financial Center (AFC) Phone (512)342-7200
1619 E. Woodward Street
Austin, TX  78741

Birmingham Financial Center (BFC) Phone (205)912-6100
190 Vulcan Road
Birmingham, AL  35209

Chicago Financial Center (CFC) Phone (312)353-2364
536 S. Clark Street
Chicago, IL  60605
Delivery trailers must not exceed
40 feet, excluding tractor.)

Kansas City Financial Center (KFC) Phone (816)414-2000
4241 NE 34th Street
Kansas City, MO  64117

Philadelphia Financial Center (PFC) Phone (215)516-8000
13000 Townsend Road
Philadelphia, PA  19154

San Francisco Financial Center (SFC) Phone (415)744-7433
390 Main Street
San Francisco, CA  94105
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LIST OF RESTRICTED COUNTRIES DESIGNATED IN
31 CFR Part 211

Republic of Cuba

Democratic Kampuchea (Cambodia)

Democratic People's Republic of Korea (North Korea)
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LIST OF FOREIGN ASSETS CONTROL REGULATIONS
REFERENCED IN 31 CFR PART 211

31 CFR Part 500 - Foreign Assets Control Regulations

31 CFR Part 515 - Cuban Assets Control Regulations

31 CFR Part 520 - Foreign Funds Control Regulations
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6500 MAGNETIC TAPE CHECK ISSUE AND REPORTING LEVEL 8
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6510 Scope and Applicability
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7065 Filing a Claim
7070 Accounting and Reporting Requirements for Unavailable Check Cancellations and Related

Transactions
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6. Batch Control Sheet (SF 1184)
7. FMS 3875: Out-Of-Balance Notice
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9. FMS Daily Advice of Status
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Action to be Taken on Rejected Subsequent SF 1184 Submissions
12. SF 1081 EDP: Voucher and Schedule of Withdrawals and Credits
13. SF 1081 Listing
14. FMS 1185: Schedule of Unavailable Check Cancellations and Credits
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8040 Check Issue Adjustments by Disbursing Offices
8050 Cancellation of Depositary Checks
8060 Undeliverable Checks Drawn on Designated Depositaries
8070 Claims on Account of Nonreceipt, Loss, Theft, Destruction, Mutilation, or Forgery of

Depositary Checks
8080 Periodic Transfer of Proceeds of Uncurrent Checks
8085 Monthly Depositary Bank Statement
8090 Closing of the Bank Accounts
8095 Inquiries

Appendix

Forms Prescribed for Designated Depositary Checking Accounts

9000 FOREIGN EXCHANGE

9010 Scope and Applicability
9015 Authority
9020 Definition of Terms
9030 Designated Depositaries
9040 Foreign Exchange Transactions for Official Purposes
9045 Cashing Checks and Other Instruments in Foreign Countries for Accommodation Purposes
9050 Acquisition of Foreign Exchange
9060 Rate of Exchange for Expenditures and Accommodation Exchanges
9070 Collections and Interest on Deposits
9075 Disbursements
9080 Excess and Near-Excess Currencies
9090 Gains and Deficiencies
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